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PREFACE. 


The  plan  of  this  work  being  somewhat  different  from  that 
of  those  on  Book-keeping  we  already  have,  a  few  words  \n 
justification  may  be  necessary.  That  justification  finds  its 
ground  mainly  in  the  anxiety  of  the  authors  to  remove,  as 
much  as  possible,  the  difficulties  which  beset  the  path  of 
the  young  scholar  on  his  first  approach  to  this  subject  Long 
lists  of  definitions  of  terms  which  are  of  no  immediate  use, 
and  a  formidable  array  of  the  books  required  are,  doubtless, 
calculated  to  have  a  confusing  eflfect  upon  his  mind  Accord- 
ingly, no  definitions  are  given  at  the  outset  but  such  as  are 
absolutely  necessary.  As  assets  and  liabilities  are.  in  this 
countT)',  so  often  connected  with  Notes,  it  is  necessary  he 
should  know  something  of  the  nature  of  a  Promissory  Note 
and  an  Acceptance.  We  have,  therefore,  made  some  introduc- 
tory remarks  in  reference  to  them.  After  this,  he  is  brought 
at  once,  face  to  face  with  the  ultimate  object  of  a  set  of 
accounts ;  and  his  every  day  knowledge  and  experience,  and 
his  own  good  sense,  are  then  chiefly  depended  on  for  an 
intelligent  appreciation  on  his  part  of  the  best  mode  of  arriving 
at  that  object,  ^^'ith  a  view  to  this,  the  nature  and  form 
of  an  account  are  explained  ;  examples  are  given  of  the 
separate  difierent  accounts  showing  assets,  liabilities,  losses 
and  gains  ;  and  then  a  connected  series  of  transactions  origi- 
nating a  connected  series  of  accounts,  and  resulting  in  his  con- 
structing a  Double  Entry  Ledger  betore  he  knows  even  the 
name  of  the  book.  The  idea,  in  fact,  has  been  to  cheat  him 
into  making  it  unawares. 


PRKFACE. 

Teachers  have  found  that  it  is  difficult  to  make  a  pupil 
understand  the  Journal  until  he  becomes  acquainted  with  the 
nature  and  disposition  o<  the  accounts  in  the  Ledger.  It  haa 
been  sought  to  give  him  a  clear  understanding  of  the  Ledger 
accounts,  assured  that,  when  he  has  attained  this,  every  thing 
else  will  be  compau-atively  easy.  The  language  has  been 
made  as  simple  as  possible,  and  far-fetched  explanations  ol 
rules  for  journalizing  have  been  carefully  avoided.  As  ioumal- 
izing  is  merely  expressing  in  technical  form  which  accounts, 
in  any  particular  case,  are  to  receive  entries,  and  on  which 
side,  he  is  independent  of  set  rules,  if  he  understands  these 
accounts;  which  we  presume  he  does  if  he  has  properly 
Studied  the  chapters  on  accounts,  ending  on  page  30. 

Sets  containing  a  large  number  of  entries — even  although 
not  difficult — have  a  tendency  to  discourage  the  pupil  and 
prejudice  him  against  the  necessary  work.  The  earlier  sets, 
therefore,  have  been  made  short  and  simple,  that  he  may  more 
easily  trace  the  connection  between  the  corresponding  entries 
in  the  various  books,  and  arrive  at  the  ultimate  result  without 
becoming  fatigued  and  perplexed  with  the  extent  and  difficulty 
of  his  task ;  while  a  sufficient  number  has  been  given  to  exer- 
cise him  thoroughly  in  the  opening  and  closing  of  books. 

As  other  special  features,  the  attention  of  the  reader  may  b€ 
directed  to  the  method  given  in  Set  III.,  Single  Entry,  ot 
testing  the  correctness  of  the  Ledger,  and  to  a  more  complete 
njrplanation  than  usual,  in  the  last  two  sets  of  Double  Entxj. 
««  the  management  of  Bills. 

The  teacher  is  earnestly  recommended  not  to  allow  the 
pupil  to  pass  the  30th  page  until  he  clearly  understands  the 
nature  of  the  Ledger  accounts.  In  working  out  the  sets,  the 
pupil  should  make  all  the  calculations  for  himself  whether  given 
in  the  book  or  not,  and  he  should  draw  out  in  proper  form 
the  various  notes,  etc.,  connected  with  the  different  sets. 
Legibility  and  neatness  also  should  mark  his  work. 
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BeKeying  that  our  adoption  of  the  analytic  method  of  intro- 
ducing the  subject  will  commend  itself  to  our  fellow-Canadian 
teachers,  we  now  submit  the  work  to  them  in  the  hope  that 
a  judicious  and  faithful  use  of  it  may  be  instrumental  in  instill- 
ing into  the  minds  of  our  youth  correct  principles  on  the 
subject  of  Book-keeping,  and  in  preparing  them  for  a  more 
extended  study  of  it  than  the  limits  of  the  present  work  will 
admit  o£ 
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CHAPTER  L 

INTKODUCTORY 

If  goods  are  sold  by  Robert  Smith  to  John  Jones,  without 
being  paid  for  at  the  time,  they  are  said  to  be  sokl  on  credit. 
There  may  be  simply  a  general  understanding  between  the.  par- 
ties that  the  goods  are  to  be  paid  for  in  one  month,  two  months, 
&c.,  as  the  case  may  be  ;  or  John  Jones  may  give  a  written 
promise  in  somewhat  the  following  form  : — 

9J/iUe  'ytKw/AA   a/iei.    aa^.  Qy'  Alo^nitte   to  /la^*   tc 
SCo/^lSj  jfa,  uauie  i€C€cuea. 

A  promise  written  in  this  foim  is  called  a  Promissory 
Note,  and  this  particular  one  would  be  called  John  Jones^  note. 
In  the  former  case,  it  is  usual  to  say  the  goods  are  sold  on  account, 
in  the  latter  that  they  are  sold  on  note.  In  either  case  a  debt 
is  created  on  the  part  of  John  Jones.  As,  therefore,  when  w?. 
sell  on  credit,  we  may  sometimes  receive  our  debtor's  note,  and 
sometimes  not,  the  debts  owing  to  us  are  naturally  divided 
into  two  classes  ■ — 

I.  Debts  owing  to  us,  for  which  we  have  received  the 
debtors'  notes. 
II.  Debts  owing  to  us,  for  which  Y'^  have  not  received 
the  debtors'  notes. 

A^,  similarlv,  we  may  buy  on  credit,  aometimes  giving  9»w 
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note,  sometinips  not,  our  debts  are  naturally  divirlcxl  into  two 
classes  : 

I.  Debts  owing  by  us,  for  which  we  have  given  our 

notes.  • 

II.  Debts  owing  by  us,  'br  which  we  have  no/  given  our 

notes. 

There  is  anotlier  form  in  v  iiich  John  Jones  may  promise  t<.) 
pay  the  money.  Kobeyt  Smith  may  write  something  like  the 
following  : — 

/ 

&//ilff.  nu>ttin6  a/tf'i    €iat«j    Aa^    io    *ne,    ol    mu- 
olf/el,     v/nt     ^u-naUa     ana     c^'i/l-^     Wc/fctU,     foi     nauu 

r^o  ^L   fein  /ones.  MrJeit  Sl^lM. 

This  is  called  a  draft,  and  is  in  no  way  binding  on  John  Jon<:8 
until  lie  has  expressed  his  willingness  to  pay  the  amount  by 
writing  across  the  face  of  it  the  word  accepted,,  and  his  name,  and 
delivered  it  to  Robert  Smith.     Thus — 

iececuea.  W^ 


ieceiuea.  ^sV     V 

.%  ^i.   fd„    /one..    ^     ^^        MoLlt  (ffmA//?.  ^ 

It  is  now  an  Accepted  Draft,  or  more  shortly  an  AccepL- 
ailce.  It  is  equal  in  effect  to  the  Promissory  Note,  and  differs 
only  in  form.  So  that  when  we  speak  of  debts  owing  to  us, 
for  which  we  have  received  our  Debtors'  Notes,  the  pupil  may 
if  he  likes,  say  "  'notes  or  acceptances." 

When  we  sell  goods  to  a  {)erson  on  credit,  we  have  several 
advantages  in  getting  his  note.  By  reading  the  note  carefully 
the  pupil  will  see,  first,  that  it  is  an    acknoinledgimnt  of  thf 
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ileht;  second,  that  the  iime  of  payment  is  definitely  fixed.  We 
luive  also  this  advantagp,  that  we  can  sell  it  like  any  other  kin*' 
lit"  property.  We  can  pay  it  to  another  person  for  a  debt  wc 
iiwe  him,  or  we  can  get  it  discounted  at  the  Bank — a  process 
>vliich  it  is  not  at  present  necessary  to  explain. 

It  may  be  mentioned  in  passing,  though  the  pupil  need  not 
trouble  himself  about  it  at  preisent,  that  three  days  are  allowed 
on  all  notes  made  payable  at  so  many  "  days  or  months  after 
date,"  beyond  the  time  indicated  for  payment  on  the  note.  So 
that  John  Jones'  note  would  not  be  due  until  three  days  after 
the  lat  September.     These  days  are  called  days  of  grace. 


CHAPTER  II. 

THE    OB.JECT    OF    BOOK-KEEPING. 

In  solving  any  arithmetical  problem,  the  first  thing  we  do  is 
to  seek  to  have  a  clear  conception  of  what  is  required  to  be 
found,  and  then  to  examine  if  we  have  suflScient  information 
given  to  enable  us  to  bring  out  the  required  result. 

If  the  study  of  Book-keeping  were  taken  up  in  the  same 
manner,  much  of  the  difficrdty  usually  attending  it  would  dis- 
appear. The  thing  ultimately  re.quired  to  be  found  from  a 
trader's  set  of  books  is  his  ^narit^ial  position.  And  how 
is  this  ascertained  1  Most  personsr— even  young  persons — are 
familiar  with  a  statement  sometim/s  found  in  newspapers  that 

Mr. ,  not  being  able  to  meet   his   payments,  has  called  his 

creditors  together,  in  order  to  lay  before  therq  the  state  of  his 
•affairs.  In  such  a  case,  the  two  most  important  questions  to 
ilie  creditors  are :  "  How  much  does  the  trader  owe  1  "  and 
"  Wliat  has  he  that  he  can  apply  to  the  payment  of  his  debts  ? " 
ir,  as  it  is  generally  expressed,  "  What  are  his  liabilities  ?  " 
md  "  What  are  his  assets  ?  "  If  his  books  have  been  correctly 
kept,  they  will  furnish  an  answer  to  these  questions. 

A  trader's  assets,  so  far  as  his  business  is  concerned,  wiU 
generally  be  somewhat  as  follows : — 
Cash  in  hand. 
Merchaudise  in  hand. 
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Debts  owing  to  him  for  which  he  has  recived  his  customers' 

notes. 
Debts  owing  to  him  for  which  he  has  not  received  his 
customers'  notes. 

His  liabilities  will  be — 

Debts  owing  by  him  for  which  he  has  given  his  notes. 
Debts  owing  by  him  for  whicli  lie  has  not  given  his  notes. 

In  examining  the  nature  of  the  different  assets,  it  will  prob- 
ably be  suggested  to  the  mind  of  the  thoughtlVd  pupil  that  the 
debts  owing  to  the  trader  can  hardly  rank  with  cash  in  the 
payment  of  his  own  debts,  and  he  may  possibly  be  reminded 
of  the  old  saying,  "  A  bird  in  the  hand  is  worth  two  in  the 
bush."  This  is  true,  and  it  is  accordingly  usual,  in  estimating 
a  trader's  assets,  not  to  reckon  the  debts  owing  to  him  at  what 
his  books  show  them  to  be,  but  to  make  some  deduction  on  ac- 
count of  the  uncertainty  of  all  of  them  being  good,  or  rather 
of  the  almost  absolute  certainty  of  some  of  them  being  bad. 
To  take  this  into  account  at  present,  however,  would  only  em- 
barrass the  learner.  We  will,  therefore,  for  the  sake  of  sim- 
plicity, suppose  them  to  be  good. 

The  assets  and  liabilities  being  known,  we  have  all  the  in- 
formation necessary  to  determine  the  trader's  financial  standing. 
If  his  assets  are  greater  than  his  liabilities,  he  is  worth  ]u?,t  the 
difference;  if  his  assets  are  only  equal  to  his  liabilities,  he  is 
worth  nothing  ;  if  his  assets  are  less  than  his  liabilities,  he  is  in- 
solvent. 

Suppose,  in  the  case  referred  to,  that  the  trader's  financial 
position  has  been  ascertained  from  a  comparison  of  his  assets 
wiiti  his  liabilities,  another  very  natural  enquiry  on  the  part  of 
the  creditors  presents  itself — "  How  has  this  unfortunate  state 
of  things  been  brought  about  1 "  If  his  books  have  been 
properly  kept  they  will  answer  this  question  also.  They  will 
show  how  he  stood  at  some  former  period — say  twelve  months 
ago — what  profits' he  has  made  from  sales  since,  what  losses  he 
may  have  sustained,  and  what  expenses  he  may  have  incurred 
for  the  carrying  on  of  liis  business  since. 

It  is  clear  that,  if  his  profits  from  sales  have  been  greater 
than  all  his  expenses  of  various  kinds,  there  lias  been  a  net 
(jain,  and  his  former  capital  has  been  increased  by  so  much.  If 
his  profits  have  been  only  equal  to  his  expenses,  he  is  just  where 
lio  was;  while,  if  his  profits  have  been  less  than  his  expenses, 
tho.TQ  has  been  on  the  whole  a  loss,  and  his  former  capital  has 
been  leasenerl  by  so  much  ;  and  if  his  net  loss  has  been  greater 
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than  the  amount  of  his  former  capital,  that  capital  has  entirely 
disappeared,  and  he  is  wortli — less  than  nothing. 

A  trader's  books,  therefore,  should  furnish  two  kinds  of 
information.  One  of  these,  the  [u-esent  assets  and  liabilities, 
will  show  his  present  financial  position  without  any  referenct 
to  &  former  period.  The  otlier,  by  taking  into  consideration  his 
position  at  a  former  period,  and  his  gains  and  losses  since,  will 
show  how  from  that  former  position  he  has  arrived  at  his  pre- 
sent one.  And,  further,  as  the  result  in-ist  in  each  case  be  the 
same,  a greetnent  in  result  may  be  cousiuoied  some  ]iroofof  its 
correctness. 

In  order  to  illustrate  the  preceding  observatioos,  we  will 
suppose  the  following  to  be  given  as  a  question  in  simple 
Arithmetic. 

A  trader's  books  contain  statements  showing  that  he  began 
business  January  1st,  1876,  with  $1,300;  that  he  has  to-day 
(June  30th,  1876),  cash  in  hand,  $500  ;  merchandise  in  hand, 
f  1,000  ;  that  there  is  owing  to  him  $A00,  for  whicli  he  holds 
notes,  and  $300  for  which  he  does  not  hold  notes  ;  that  he 
owes  $350  for  which  he  has  given  his  notes,  and  $200  for 
which  he  has  not  given  his  notes.  His  profits  from  sales  have 
been  $480,  and  he  has  expended  for  rent  $80,  and  for  sundry 
other  things — as  cartage,  stationery,  clerk-hire,  &c. — $50.  Re- 
quired his  present  net  worth. 

The  intelligent  pupil  will  perceive  that  there  are,  in  this 
question,  two  distinct  classes  of  data,  from  either  of  which 
alone  he  can  determine  the  present  net  worth,  and  as  the  ques- 
taon  stands  he  is  at  liberty  to  take  his  choice.  Let  him,  how- 
ever, take  first  the  present  assets  and  liabilities. 

ASSETS.  j  LIABTLrriKS. 

C.'ish  in  hand $500  I  Debta  owing  bj^  him  for  which 

M I  !se  in  band 1000  '         he  has  given  his  notes $350 

Di^bts  owing  to  him  for  which  Debts  owing  by  him  for  which 

he    holds    hia     customers'  he  has  not  given  \na  notes      20<'l 

notes 400 

tJebts  owing  to  him  for  which  Total  liabilities §550 

he  does  not  hold  notes ....  300 


Total  assets $2200 

Total  assets $2200 

„      liabilities 5.50 

Present  net  worth $1650 

Taking  now  the  original   capital  and  the  subsequent  gains 
and  losses,  we  have — 
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Debts  owing  to  him  for  which  he  has  recivedhis  customers' 

notes. 
Debts  owing  to  him  for   which   he   has   not  received  his 
customers'  notes. 

His  Habilities  will  be — 

Debts  owing  by  him  for  which  he  has  given  his  notes. 
Debts  owing  by  him  for  which  he  has  not  given  his  notes. 

In  examining  the  nature  of  the  different  assets,  it  will  prob- 
ably be  suggested  to  the  mind  of  the  though ti'ul  pupil  that  the 
debts  owing  to  the  trader  can  liardly  rank  with  cash  in  the 
payment  of  his  own  debts,  and  he  may  possibly  be  reminded 
oi:'  the  old  saying,  "  A  bird  in  the  hand  is  worth  two  in  the 
bush."  This  is  true,  and  it  is  accordingly  usual,  in  estimating 
a  trader's  assets,  not  to  reckon  the  debts  owing  to  him  at  what 
his  books  show  them  to  be,  but  to  make  some  deduction  on  ac- 
count of  the  uncertainty  of  all  of  them  being  good,  or  rather 
of  the  almost  absolute  certainty  of  some  of  them  being  bad. 
To  take  this  into  account  at  present,  however,  would  only  em- 
barrass the  learner.  We  will,  therefore,  for  the  sake  of  sim- 
plicity, suppose  them  to  be  good. 

The  assets  and  liabilities  being  known,  we  have  all  the  in- 
formation necessary  to  determine  the  trader's  financial  standing. 
If  his  assets  are  greater  than  his  liabilities,  he  is  worth ']\i?,t  the 
difference ;  if  his  assets  are  only  equal  to  his  liabilities,  he  is 
worth  nothing  ;  if  his  assets  are  less  than  his  liabilities,  he  is  in- 
solvent. 

Suppose,  in  the  case  referred  to,  that  the  trader's  financial 
position  has  been  ascertained  from  a  comparison  of  his  assets 
witii  his  liabilities,  another  very  natural  enquiry  on  the  part  of 
the  creditors  presents  itself — "  How  has  this  unfortunate  state 
of  things  been  brought  about  ? "  If  his  books  have  been 
properly  kept  they  will  answer  this  question  also.  They  will 
show  how  he  stood  at  some  former  period — say  twelve  months 
ago — what  profits' he  has  made  from  sales  since,  what  losses  he 
may  have  snstained,  and  what  expenses  he  may  have  iucnrred 
for  the  carrying  on  of  his  business  since. 

It  is  clear  that,  if  his  profits  from  sales  have  been  greater 
than  all  his  expenses  of  various  kinds,  there  has  been  a  net 
(jain,  and  his  former  capital  lias  been  increased  by  so  much.  If 
iiis  profits  have  been  only  equal  to  his  expenses,  he  is  just  where 
lie  was  ;  while,  if  his  profits  have  been  less  than  his  expenses, 
there  has  been  on  the  whole  a  loss,  and  his  former  capital  has 
been  lessened  by  so  much  ;  and  if  his  net  loss  has  been  greater 
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tbaa  the  araonnt  of  his  former  capital,  that  capital  has  entirely 
disappeared,  and  he  is  wortli — less  than  nothing. 

A  trailer's  books,  therefore,  should  furnish  two  kinds  of 
information.  One  of  these,  the  present  assets  and  iiaDilities, 
will  show  his  present  financial  position  without  any  referenct 
to  &  fanner  period.  The  other,  by  taking  into  consideration  his 
position  at  a  former  period,  and  his  gains  and  losses  since,  will 
show  how  from  that  former  position  be  has  arrived  at  his  pre- 
sent one.  And,  further,  as  the  result  insist  in  each  case  be  the 
same,  agreement  in  result  may  be  cousiueied  some  proof  of  its 
correctness. 

In  order  to  ilhistrate  the  preceding  observatir>as,  we  will 
suppose  the  following  to  be  given  as  a  question  in  simple 
Arithmetic. 

A  trader's  books  contain  statements  showing  that  he  began 
business  January  1st,  1876,  with  $1,300;  that  he  has  to-day 
(June  30th,  1876),  cash  in  hand,  $500  ;  merchandise  in  hand, 
^1,000  ;  that  there  is  owing  to  him  $400,  for  which  he  holds 
notes,  and  8-300  for  which  he  does  not  hold  notes  ;  that  he 
owes  8350  for  which  he  has  given  las  notes,  and  $200  for 
which  he  has  not  given  his  notes.  His  profits  from  sales  have 
been  $480,  and  he'has  expended  for  rent  $80,  and  for  sundry 
Cither  things — as  cartage,  stationery,  clerk-hire,  &c. — $50.  Re- 
cpiired  his  present  net  worth. 

The  intelligent  pupil  will  perceive  that  there  are,  in  this 
question,  two  distinct  classes  of  data,  from  either  of  which 
alone  he  can  determine  the  present  net  worth,  and  as  the  ques- 
tion stands  he  is  at  liberty  to  take  his  choice.  Let  him,  how- 
ever, take  first  the  present  assets  and  liabilities. 

ASSETS.  I  LIABTLITIEB. 

C:tsh  in  hand $500  I  Debts  owing  bj'  him  for  which 

JM I  Ue  in  hand 1000  he  has  given  his  notes •f.S.'iO 

Di^bts  owing  to  him  for  which  Debts  owing  h^  him  for  which 

he    holds    his     customers'  he  has  not  given  iiis  notes      SOl') 

notes 400 

\J<i))ts  owing  to  him  for  which  Total  liabilities SoOO 

he  does  not  hold  notes ....  300 


Totalassets $2200 

Total  assets $2200 

„      liabilities 5.50 

Present  net  worth $1650 

Taking  now  the  original   capital   and  the  subsequent  gains 
and  losses,  we  have — 
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BOOK-KEEPING. 


SECOND    METHOD. 


/  wa-ih   in  Aecu// 

6'  9J itu/  caiin 

&  'i/icceiveu  caiA 
'Y  Uuid  cadn 


Vitin  in  nayi4i 


THIRD    METHOJ* 


^aSh, 


020 
oO 


^0 


30 

W 

/3 


All  these  plans  come  to  the  same  thing,  and  each  has  its 
peculiar  advaatage.  We  will  not  at  present  specify  these  ad- 
vantages, but  will  adopt,  with  a  slight  modification,  the  thixd 
method  in  our  t'ttrther  explanations  of  the  difi'erent  accountsi 
We  will  put  Dr.,  the  contraction  for  debtor  or  debit,  on  tite 
left  hand  corner  at  the  top,  and  Gr.,  the  contraction  for  credi- 

8 


BOOK-KEEPING. 


tor  or  credit,  on  the  right  hand  corner.  A.lso,  insfpad  nf 
subtracting  the  smaller  side  from  t.'ie  greater,  we  will  add 
sufficient  to  the  smaller  to  make  it  equal  to  the  greater. 


i. 


waSri. 


"Si. 


Qyti  Aetna 

20 

00 

-/syS. 

meic/ 

30 

00 

2 

'^/ieceittea 

50 

00 

5 

m.u 

/O 

00 

4> 

%Jieceitt€<i 

^0 

00 

7 

SPuiJ 

/^ 

00 

35 

00 

/ 

ao<  nana 

F 

00 

^60 

00 

^50 

00 

\ 

Any  of  the  foregoing  arrangements  of  the  items  is  called  an 
Account.  When  we  divide  the  account  into  two  sides,  as  in 
the  third  metliod.  the  left  hand  side  is  called  the  debtor  oi 
debit  side,  and  the  right  hand  side  is  called  the  creditor 
or  credit  side.  When  we  make  an  entry  on  the  left  hand 
side  we  are  suid  to  dtbit  the  account,  and  when  we  make  an 
entrj'^  on  the  right  hand  side  we  are  sai(J  tp  credit  the,  account. 

This  ari-angeraent  of  the  items  of  air'  account  is  the  one 
usually  adopted,  except  as  regards  the  explanatory  words  in 
the  wide  column,  which  for  our  present  purpose  is  of  no 
moment.  The  essential  part  of  this  arrangement  is  the  col- 
lecting on  one  side  all  the  cash  received,  and  on  the  other  all 
the  cash  paid. 

In  reference  to  this  arrangement,  the  enquiring  pupil  who  is 
anxious  to  know  the  reason  of  everything  he  does,  may  very 
naturally  ask  if  it  would  not  be  just  as  proper  to  put  the  cash 
received  on  the  right  hand  side  and  the  casii  paid  on  the  left. 
We  answer,  yes;  so  far  as  the  ultimate  object  of  the  account 
is  couci'rned,  there  is  no  reason  why  one  plan  should  be  adopted 
in  preference  to  the  other,  except  that  it  is  the  custom,  ajid 
therefore  we  must  follow  it. 

In  like  manner,  if  we  make  a  statement  of  the  value  any 
person  has  received  from  ns  or  delivered  to  us  at  various  times, 
we  can  ascertain  how  he  stnnds  related  to  us  as  Dr.  or  Or. 

9. 
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Snppopg  .fohn  Jones  buys  goods  from  us  June  1st,  1S76, 
ainMiiTiling  to  $120  ;  Gnd,  Pays  ns  $30  ;  3rd,  Biivs  goods  tVoru 
lis.  $200 ;  5th,  Sells  goods  to  us.  $150  ;  6th,  Pay-*  ns  cash,  $20. 
Does  John  Jones  owe  us,  or  we  Inm,  and  how  rau-.;h  1 

Arranging  according  to  the  third  lueLliod,  we  have — 


^ 


■ii  ^  ^ 

<5^ 

"5i 

^ 

1 

^  ^  ^ 

^ 

■^ 

^      ! 

>v,      '^      <?i 

"^ 

^ 

"^ 

»:)'<>,    s^ 

■^j 

s>) 

•^ 

•>. 

yv) 

> 

«^ 

^ 

1 

-2 

^ 

§ 

^     ^ 

« 

^^^^ 

3 

2; 

\ 

. 

%l 

\ 
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3^^     <v. 


4 


i      1 


X^ 


s» 

■<3! 

^^ 

Q) 

G) 

>S 

■>3 

■vl 

y 

i^'^ 

•^ 

■^i 
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BOOK-KEEPINQ. 

The  use  of  the  words  Debtor  and  Creditor  in  connection  with 
the  name  of  a  thing,  as  cash,  will  no  doubt  present  some  diffi- 
culty to  the  piijul's  mind.  He  can  easily  understand  John 
Jones  being  D(.'l)tor.  but  he  cannot  see  the  propriety  of  Cash 
being  Debtor.  Strictly  speaking,  these  terras  in  their  original 
import  refer  only  to  persons.  In  business,  a  person  receiving 
value  without  giving  at  the  same  time  an  equivalent  becomes  a 
ilebtor,  the  giver  of  the  value  being  the  creditor.  The  terms 
receiver  and  giver,  debtor  and  creditor,  are  correlative  terms  ; 
i.  e.,  they  are  so  related  that  one  cannot  exist  without  the 
other.  There  cannot  be  a  receiver  without  there  being  a  giver, 
nor  a  debtor  without  there  being  a  creditor.  The  application 
of  the  terms  Dr.  and  Ci.  to  things  is  called  by  one  writer  "  a 
beautiful  fiction,"  and  various  reasons  have  been  given  to  jus- 
tify the  application.  But  the  beginner  will  do  well  not  to 
trouble  himself  unduly  about  this  matter.  He  may  at  present, 
if  he  likes,  consider  them  as  merely  giving  names  to  the  two 
.sides  of  an  account.  He  will,  however,  observe  that  as  an  entry 
f.»n  the  Dr.  side  of  Cash  Account  indicates  that  we  have  re- 
ceived Cash,  so  an  entry  on  the  Dr.  side  of  any  other  account 
in  the  name  of  a  thi7u/  will  indicate  that  we  have  received  the 
particular  kind  of  thing  represented  by  the  name  of  the  account. 
Thus  an  entry  on  the  Dr.  side  of  Bills  Receivable  Acct.  will 
indicate  that  we  have  received  another's  note.  And  as  an  entry 
oia  the  Cr.  side  of  Cash  Account  indicates  that  we  have  parted 
with  Cash,  so  an  entry  on  the  .  Cr.  side  of  any  account  in  the 
name  of  a  thing  will  indicate  that  we  have  parted  with  the  par- 
ticular kind  ot  thing  represented  by  the  name  of  the  account. 
Thus,  an  entry  on  the  Cr.  side  of  Bills  Receivable  Account  will 
indicate  that  we  have  parted  with  another  person's  note. 

The  pupil  will  now  readily  see  that 

Cash  in  hand*  may  be  shown  by  arranging  the  Cash  received  and 
paid  under  the  head  of  Cash. 

Others'  Notes  in  hand  {i.  e.,  what  is  owing  to  us  for  which  we 
hold  Others'  Xotcs),  by  arranging  all  such  notes  received 
and  lhi!se  of  them  which  we  afterwards  dispose  of,  under 
the  head  of  Bills  Receivable. 

Otherg*  Notes  out  aqainat  us  (?!.  e.,  what  we  owe  for  which  others 

hold  Our  Notes),  l>y  arranging  all  such  notes  issued  and 

those  of  them  which  we    afterwaids  redeem,  under  the 

head  of  Bills  Payable, 
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WTicd  is  owing  to  its  or  hy  us  for  which  nojiotes  have  been  received 
or  given  by  us,  by  arranging  the  vahie  the  person  re- 
ceives from   us,  and  delivers  to  us,  under  his  name,  as 

John  Jones. 

The  Gain  or  Loss  on  the  Sale  of  Goods,  by  arranging  what  they 
cost  and   what  they  are  sold  for,  under  the  head  of 

Merchandise. 

The  Expenses  of  the  Business,  by  arranging  the  various  outlays 
for  rent,  fuel,  gas,  taxes,  stationery,  &c.,  under  the  head 
ot  Expense. 


CHAPTER  IV. 

EXAMPLES   OF   ACCOUNTS. 

Tftk  ''tndent  is  reminded  that  when  we  receive  anything, 
:i.-5  Cash,  Others'  Notes,  Our  Notes,  Mdse,  (fee,  an  entry  must 
be  made  on  the  Dr.  side  of  the  account  representing  the  par- 
ticular kind  of  thing  received,  and  Avhen  we  part  with  any  of 
these  things,  an  entry  must  be  made  on  the  Cr.  side. 

When  a  person  receives  value  from  us  without  giving  us 
an  equivalent,  we  must  debit  his  account ;  when  he  delivers 
value  to  us  without  receiving  an  equivalent  from  us,  we  mwt 
credit  his  account. 

If  Robert  Smith  buys  goods  from  us,  it  does  not  matter,  so 
far  as  the  statement  of  the  fact  is  concerned,  whether  we  say 
'•  Robert  Smith  has  bought  goods  from  us,"  or  "  We  have  sold 
goods  to  Robert  Smith."  In  the  first  expression  ftur  attention 
is  more  paitir'-'irly  directed  to  Robert  Smith's  part  in  the  trans 
action — what  he  has  done  ;  in  the  second,  to  our  part  in  the 
transaction — what  we  have  done.  And  it  will  very  much 
conduce  to  a  clear  understanding  of  the  application  of  the  terms 
Dr.  and  Cr.  to  accounts  representing  things,  if,  when  we  are 
dealing  with  one  of  these  accounts,  we  consider  mainly  our 
part  in  the  transaction,  as  receiving  or  giving  ;  and  when  we 
are  dealing  with  a  personal  account,  as  Robert  Smith,  we  consi- 
der mainly  his  part  in  the  transaction,  as  receiving  or  giving, 
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ITEMIS   FOR   A   CASH   ACCOUNT. 


June  1st,  187G,  Cash  in  hand  0500.  2nd,  Bought  Mdse  foi 
cash,  $300.  3rd,  Received  cash  from  Abel  Adams  on  acct., 
$80.  6th,  Sold  Mdse  for  cash,  $120.  6th,  Paid  for  sundry 
expenses,  $50.  7th,  Received  cash  irom  Benjamin  Bond,  in 
paynieat  of  his  note,  $100.  8th,  Paid  cash  to  James  Heaton 
for  our  note,  $130.  9Lh,  Borrowed  from  Charles  Coleman, 
$150.     10th,  Paul  Daniel  Dunn  on  acct.,  $400. 

Required  amount  of  Cash  on  hand. 


EXPLANATION, 


Dr. 

Cash  in  hand- 
All  Cash  afterward 
received. 


Gash. 


1 


ur. 


All  Cash  paid. 


The  difference  between  the  two  sides  will  show  Cash  in 
hand. 


m 


^<uA. 


4S'/6. 

^sp. 

/li^  / 

fi/»t  nance 

soo 

00 

^une  2 

SPc^ 

300 

00 

3 

&i«^>64,iteu 

So 

00 

s 

SP<^ 

SO 

00 

S 

vie€€4,ti€a 

^^0 

00 

*    <$* 

Mii^ 

/30 

00 

7 

^necetvea 

■^00 

00 

^0 

urtUtl 

Ji-co 

00 

^ 

<i/Uc€itiea 

^so 

00 

S40 

00 

^^ft^^O 

W€idn  in  /i€Mi a 

JO 

00 

foO 

00 

^ao 

00 

ITEMS   FOR   AN    ACCOUNT   OF  OTHERS'    NOTES. 


1876,  June  1,  We  have  on  hand  Frank  Ford's  note  for 
f  350.  2,  Received  George  Gunu's  note  for  goods  sold  him, 
$280.     3,  Got  F.  Ford's  note  discounted,  $350.     5,  Received 
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Henry  Hunt's  note  at  one  month  for  balance  of  his  acct.,  $130. 
9,  Suhl  goods  to  Isaac  Inman  on  his  note  $120.  July  8. 
Ilenry  Hunt  lias  paid  his  note  of  June  5,  $130. 

Required  how  much  is  owing  to  us  on  Others'  Notes. 


Dr. 


Cr. 


PLAN. 

Others'Notesinhand.  (  Bills  ) 

"         "  after  t  Receivable.  ]     Others'  Xotes  dis- 

ward  received.        )  y  posed  of. 

The  diflFerence  shows  Others'  Notes  in  hand. 


m^ 


L 


aAi 


e€e(4.'a 


S  oJiecetvsa 


3o0\  00 
2^0  00 


/SO 
/20 


^^0 


00 


Ml.   nana 


m. 


33  0\  00 
/3o\  00 


^0\^00 
400\  00 


^io\  00 


ITBMB  FOR  AN  ACCOUNT  OF  OUR  OWN  NOTM. 

June  1,  1876,  Note  outstanding,  favor  of  John  Jones, 
$200,  2,  Gave  our  note  to  John  Lord  for  goods  bought,  $350. 
3,  Accepted  Charles  Coleman's  draft  on  us  at  two  months,  f(^r 
balance  of  account,  $190.  5,  Paid  Cash  to  John  Jones  for  our 
note,  $200.  6,  Bought  goods  on  our  note  from  Mark  Main, 
$270.  Aug.  6,  Paid  our  acceptance,  favor  of  C.  Coleman, 
$190.     Required  amount  of  Our  Notes  outstanding. 


PLAN. 


Dr. 

Our  Notes  redeemed 


Cr. 


J  OurNotesoutstanding 

1  Our  Notes  afterward 
(  issued. 

riie  diflcrence  slvnvs  Our  Notes  outstanding, 

U 


Bills 

Payable. 
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a?/auce. 


'/ 


•^i. 


200 
^^0 

00 
00 

2 
3 

6 

200 
350 
/^O 
2/0 

00 
00 

oc 

i> 

SfO 
620 

00 
00 

00 

/ow 

'oo 

/O/O 

00 

■ 

ITEMS   FOR   A   PERSONAL  ACCOUNT. 

1876,  June  1.  Nathan  Newton  owes  us  $150.  2,  Sold  liim 
goods  on  account,  $200.  3,  Received  cash  from  him  on  account. 
llOO.  5,  Sold  him  goods,  $320.  6,  Bought  goods  from  him. 
$260. 

Is  N.  Newton  our  Dr.  or  Cr.,  and  for  how  muchi 

PLAN. 

Dr.  )  i  Cr. 

The  value  N.  Newtou  \  N.  Newton.  I  The  value  N.  NewtoD 

receives  from  us.      j  (        delivers  to  us. 

The  diflference  shows  how  much  he  owes  us,  or  we  owe  hira, 
as  the  case  may  be. 


oA^cdncmi  oA'euLtt 


on. 


"i^i 


ofuJedieJ    to 

/S'/6. 

/unt  3 

(^a6   atttu'fC 

uA 

^50 

00 

lid  value 

^00 

00 

z 

QMa6   ifceiueu 

i 

<^cU   df/ii/J 

5 

vcUuepotn.  tui 

200 

1 

00 

us  uauu 

260 

00 

320 

00 

3^0 

oe 

1 

6 

<^^e  owed  ud 

1      3^0 

oc 

tjo 

00 

6'/o 

00 

1           1 

BOOK-KEEPING. 
SECOND   EXAMPLK 


1876,  June  1.  We  owe  Oliver  Owen,  $500;  2,  Bought 
goods  from  him,  $2 GO ;  3,  Paid  him  cash,  $300  ;  5,  Borrowed 
from  him,  $150;  6,  Paid  him  cash,$270. 

Is  Oliver  Owen  our  Dr.  or  Or.,  and  for  how  much  ? 


(7'Cmei  u/tae^. 


m. 


A'uine.  3 

6 

300 
f/O 

00 
00 

2 

Q^'udf^led  to 
/ir/yn. 

SOO 

2S0 
/SO 

00 

00 

S 

S'/O 
3^0 

00 
00 

00 

f^O 

00 

f/0 

00 

ITEMS   FOR   AN    ACCOUNT   OF  THE   GOODS   WE  DEAL   IN. 

1876,  June  1.  Value  of  goods  on  hand,  $1500  ;  2,  Bough«; 
Flour  for  cash,  $380  ;  3,  Sold  Flour  to  Samuel  Smith  on  ac- 
count, $G90 ;  5,  Bought  butter  from  Robert  Ridgway  on  our 
note,  $G70  ;  6,  Sold  butter  to  Thomas  Turner  on  his  note 
$480  ;  7,  Sold  remainder  of  goods  by  auction,  $1600. 

Required  the  gain  or  loss. 


PLAN. 


Dr. 


Cr. 


Cost  of  goods  on  hand.  \  -n/rar^pVio^^  (  ^^lat  they  sold  for. 
Cost  of  goods  bought  ^        ^ .__     ""  •'  Value  of  uoods  on  hand 


since. 


dise. 


(      (if  any). 


The  difference  will  show  gain  or  ^55,  as  the  case  may  be. 
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m. 


Q/Mecc/iUJiiiii 


t^e. 


WL 


f^c 


/^p. 

-/soo 

00 

Fane  3 

3^0\  00 

6 

//<?!  00 

7 

2530 

00 

220 

00 

i 

2'/'/0 

00 

Soo\  00 

J/-^0\  00 

i£oo  00 


r/yo 


00 


SECOND   EXAMPLE. 

1876,  June  8.  Goods  on  hand,  $800  ;  9,  Bold  goods  for 
cash,  S30.0  ;  10,  Sold  goods  to  James  Sraithon  his  note,  $200  ; 
12,  Bought  goods  from  Charles  Adin,  $1200;  13,  Sold  goods 
tu  John  Jirown  on  account,  $iOO  ;  14,  Gouds  remaining  worth 
$1000. 

Required  the  gain  or  loss. 


%4ie'c€Aa,n<ude. 


JUine  S\&'n  tutna 
/J?  QMouatU 


soo 

^200 


20/)0 


OCl^c 
00 


line  G\(£(o/t/ 


00 


17 


I      300\  00 

/o\SW.  {     20f!''  no 

yj'  M/c^  }!  jf.ofk  oo 


9!^ 


;    ifjcono 

■,'00.  00 

\ 

2000 > 00 

1 
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BOOK  KEEPING. 
ITEMS   m>Il    AN    ACCOUNT    Olf    iNClDENTAL    EXPENSES. 

1876,   June    1.   Eouglit   stntiuneiy,    $15  ;    30,  Paid   Ciei'k'a 
salary,  $10  ;  Paid  rt;ul,  $'dO  ;  Paid  g;is  bill,  ^6  ;  Paid  taxes,  $L 

PLAN. 


Dr.               ) 

f 

Cr. 

Cost                   j 

Expense.       / 

Returns, 

it  any. 

M. 

0a^/i&iz4e. 

"St 

ys'j6. 

1 

J^nt  / 

Ojld/tol^fAl/' 

/J 

00 

30 

w/elA'A  6ui<tiif 

40 

00 

ti 

oJlMtl 

30    \00\ 

<i 

?'^ 

6 

oc 

tt 

<s/cCX4* 

4 

Oi 

06 

1 

00 

"1 

Having  laid  down  the  general  princi])ie  that  an  entry  on  tVie 
Dr.  side  of  an  account  in  the  name  of  a  thing  as  merchandise, 
indicates  that  we  have  received  the  particular  kind  of  thing 
rejjresented  by  the  name  of  the  account,  the  pupil  may  be  led  to 
think  the  principle  at  fault  in  the  case  of  Expense  Acct.  It 
is,  liowever,  true,  that  m'ery  entry  on  the  L)r.  side  of  this  ac- 
count indicates  something  received  by  us.  In  the  case  of 
stationery  and  gas  there  can  be  no  question.  We  received  the 
Clerk's  services  for  the  salary  paid.  We  received  use  or 
occupation  of  preniises  for  the  rent  paid.  We  received  cer- 
tain civic  privileges  for  the  taxes  paid.  And  if  we  choose 
to  represent  all  sucli  tilings  received  by  the  word  Expense,  thru 
the  principle  holds  good  in  this  case,  viz.,  that  an  entry  on  tlic 
Dr.  side  of  Expense  Acct.  indicates  something  received 
necessary  for  the  conducting  of  the  business. 
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CHAPTER  V. 

EXAMPLE    OF   CONNECTED    ACCOUNTS. 

The  pupil  can  hardly  fail  to  see  how  much  tlio  practice  of 
Book-kefl>iiiK  dept'iKis  upon  a  knowledge  of  the  nature  and 
objects  of  accounts.  Book  keeping  may,  indeed,  be  called 
Account-keeping,  and  the  book-keeper  himself  an  accountant. 

In  the  examples  of  the  various  accounts  in  the  preceding 
chapter,  there  was  no  mutual  dependence  of  one  account  upon 
another.  We  purpose  now  to  give  a  series  of  connecteil  trans- 
actions, which  will,  of  course,  give  a  series  of  connected 
accounts,  from  which,  when  completed,  may  be  derived  cer- 
taJTi  definite  results,  showing  the  Assets  and  Liabilities,  the 
Gains  and  Losses,  of  the  business;  and  through  them,  its 
financial  position. 

MEMORANDA   OF  TRANSACTIONS. 

1876. 

June  1.  Invested  in  the  business  %  15  00 

2.  Bought  goods  from  Abel  Bond 800  00 

3.  Bought  stationery  for  use,  from  Chas.  Dunu  10  00 

5.  Sold  goods  to  George  Hunt 200  00 

6.  Sold  goods  to  Edward  Forbes 100  00 

7.  Received  cash  from  George  Hunt,  on  account  150  00 

8.  Paid  cash  to  Abel  Bond,  on  account   HO  00 

9.  Received  cash  from  Edw'd  Forbes,  on  account  SO  00 
10.   Sold  goods  to  Edward  Forbes 400  00 

12.  Gave  my  note  to  Abel  Bond,  oa  account   ...  300  00 

13.  Sold  goods  to  George  Hunt 260  00 

14.  Received  from  Edw'd  Forl>es  his  note  on  acct.  250  00 

15.  Bought  goods  from  Abel  Bond    .: 1000  00 

16.  Sold  goods  to  Edward  Forbes 60U  00 

17.  Received  cash  from  Edward  Forbes,  on  acct.  100  00 

19.  Received  from  George  Hunt  his  note  on  acct.  200  00 

20.  Received  cash  from  Edward  Forbes,  on  acct.  500  00 

21.  Gave  my  note  to  Abel  Boml,  on  account   ...  500  00 

22.  Paid  cash  to  Abel  Bond,  on  account  600  00 

23.  Due  to  Mark  Newton,  for  rent    40  00 

Value  of  mdse  unsold,  as  found  by  laking 

stock,  June  24th,  1876,  $650. 
Required  the  net  worth  on  tlie  24th  of  June, 
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The  instructions  already  given  with  each  account  as  to  the 
Kinds  uf  entries  made,  are  here  arranged  in  a  tabular  form, 
\vhieh  will  be  found  very  convenient,  both  for  study  and 
reference. 


Dr.  Entries.  I    Accounts. 


Withdrawals. 

Received. 
Others'      notes 

received. 
Our    notes   re 

deemed. 


Capital. 


Cash. 

BillsReceiv- 
able. 

Bills  Pay- 
able. 


Value  he  has  re-Abel  Bond, 
ceivedfromut 


Cost. 
Cost. 


Merchan- 
dise. 
Expense. 


Cr.  Entries.  Differences. 


Investments. 


Paid. 
Otliers' 

disposed  of. 
Our    notes    is 

sued. 


Value  he  has 
deliv'd  to  us. 


Rcturug. 
Returns. 


Cash  in  hand 
notesOthers'notes 
in  hand. 
Our  notes 
outstanding 
^What  he 
)      owes  us, 
']  Or,  We  owe 
(     him. 

Gain  or  Loss. 

Loss. 


The  pupil  will  observe  one  account,  in  the  Table  which  we 
have  not  mentioned  beibre,  namely,  Capital  Account.  It  is 
more  frequently  called  Stock,  and  sometimes,  by  the  Pro- 
prietor's Name.  In  this  exercise  tlie  pupil  is  directed  to 
call  it  by  his  own  name,  considering  himself  as  the  proprietor. 
He  will  treat  it  like  that  of  any  outside  party,  crediting  il 
when  he  j)uts  anything  into  the  business,  and  debiting  it  when 
he  gets  anything  out  of  the  business. 

He  will  make  out  the  necessary  accounts  on  a  sheet  of  paper, 
and  compare  his  work  with  that  in  the  book  afterwards.  There 
are  two  Avays  in  which  he  can  do  the  Avork,  and  we  would 
advise  him  to  do  it  in  both.  He  can  take  one  account — say 
Cash — and,  picking  out  all  the  cash  received  and  paid,  finish 
it.  Take  another,  and  finish  it  in  the  same  way.  Or,  he  can 
write  ilie  headings  for  all  the  accounts,  and  then  taking  the 
first  entry  in  the  Memoranda,  enter  $15  on  the  Dr.  side  of 
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Cash,  and  the  same  amount  on  the  Cr.  side  of  the  account 
healing  his  own  name.  Then  take  the  second,  and  enter  1^800 
on  the  Dr.  side  of  Merchandise,  and  the  same  amount  on  the 
Cr.  side  of  Abel  Bond.  And  so  on,  to  the  end.  Each  way  haa 
its  advantages;  hut  for  the  sake  of  certain  lessons  to  be  learned 
from  the  latter  mode,  we  would  urge  the  pupil  to  let  this 
method  have  his  particular  attention. 

One  more  direction,  and  he  may  set  to  work.  In  making 
entries  in  the  accounts  representing  things,  write  the  name  oj 
the  person  from  whom  received,  or  to  whom  delivered  ;  and  in 
making  entries  in  accotiiits  of  persons,  wnte  the  VAime  of  Iht 
QMng  they  have  received  from  you  or  delivered  to  you. 


BOOK-KEEPING. 


r.    (1) 


wa4n. 


7 \  nroine  o/furi/ 
€  S'fuii  'd  i£Fe  1  /if4 

Sl?\Sda'J^ol^ed 
i 

/J 
SCO 

00 
00 
00 
00 
00 

fane  ^ 
22 

2^ 

\ 

1     ^^0 

6oo 

00 
00 

iOS 

00 
00 

^^5 

00 

^ji-5 

00 

Bi.    (^)         mM  m,ecrf'naM. 


m. 


'9 


Sflut  'ti&'o  i  Of.i 


250 

200 


\AS0  00 


,^««  24 


9y'-n  Awnec 


450 


450 


Ofi 


00 


^i,    (3) 


OU 


u^/cmie. 


7 


.^€24 

V/ttidiaitatna 

^00 

00 

^ine  ^2 
2^ 

.300 
500 

00 
00 

\^oo 

00, 

^00 

00 

i    1 

"  "  ' 
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''Si 


45 


1 

,5*^^  <^<? 

7iine  -5 

Q^^c/Mo,,,/ 

■/OOO  00 

^ 

40 

/^oo 

00 

43 

^a<W 

4^C 

00 

4^ 

/ 
/ 

/ 

/ 

^■^ 

22  W 

00 
__ 

(ot/tu'  cioJ'oi  fted 


OooadwnA&ld 


200 
400 
ji-00 


46^0 


00 
00 
00 
00 
00 


00 
00 


-k 


2240\00 


i.      (^) 


WK 


4i'r6. 

Jk<,ne  3 
23 

u4e  o//viemtdeA 

40 
4-0 

00 
00 

50 

00 

50 

00 

50  00 

!       r 

i                           1 
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Bl    (0) 


(pupil's  name). 


■6pi 


y<f'; 


/it/Me.  /  w€td/i 


■/S 


00 


Bi.  (7)        (^Um<mc/: 


■"I. 


^2 
2/ 
22 

vxMin 
koiii.i/if'.tia.MR 

fre  cute  /u/ni 

■/4-0 
300 
JOO 

6oo 

00 
00 
00 
00 

Zkne  2 
■/J 

/ 

^00 
^000 

00 
00 

24 

■/540 
2ltO 

00 
00 

/^OO 

00 

^^00 

00 

m.  (s)     wAfA  m 


''ffM'n. 


%. 


Jiine  24 


'€    out*    ■flMtt 


A.U 


^0 


00 


i'rM-ie  3 


24 


■/o 


00 


Bt.  (0) 


BOOK-KEEPING. 


%.. 


■zip. 

-/<5*/^. 

^0 

(^/f/de. 

ZOO 

00 

Jfiimt  0  %((An 

^0 

00 

Q/Z/die 

^00 

00 

<fJi- 

SBi//:i   Ue 

'U 

250 

00 

a 

^f/ude. 

6oo 

00 

20 

ZOO 
.    JOO 

00 
00 

f,90 

00 

/ 

2JJ- 

Q^e  elites 

tui 

/"/O 

00 

ZJOO 

00 

//oo 

00 

.&i.    (10)  ^4<;oi^e  9^lfm7l 


''Si. 


WO 


00 


z^'/6.  I 


2j^  e^  €iv«^ 


Z30 
200 


350 

zzo 


j/^6o 


00 
00 


00 

00 


00 


3l.    (11)        ^/ali  ojVeoaUn. 


H. 


fCwne  2^  ffe  oifie  /u'tn 


J/-0 


00 


zs'/S. 

SU^ne  2.^ 


(OccuAalt'on 


') 


J/0 


00 


'ixi 
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The  closing  entries  in  the  preceding  set  of  accounts  will 
eacl)  represent  on.i^,  of  f(jur  things — an  Asset,  a  Liabiiily,  a 
Gain,  or  a  Loss— and  furnish  the  pupil  with  the  two  classes 
of  data  for  the  estimation  of  Ins  Financial  Position  on  tlie  24th 
of  June.  Let  him  tir«t  niaiie  out  a  statement  of  his  Assets  and 
Liabilities.  The  aiumbers  refer  to  the  particular  accounts  in 
the  set. 


Assets. 


Liabilities. 


^Vo./ 

w<idn  en  Aetna 

Wo 

qJVo.3 

'i/ln  ocitei  Ml  riolti 

^00 

&.u<Aie  in.  no/ua 

7 

'^e  otued  Q>'l.  (ioonel, 

f  4ictCK=la.Kiyia.  J 

i'30 

<yn  acrnuMt 

260 

2 

Wuiiiia.  Aim  on  ■tio/eii 

4-30 

^ 

e^  otveA  f'o.  Wu/n/n, 

f 

(Lilwu  oJ'olued  cuft-A 

on  acc<W/iti 

^0 

<m.  uccvuhI 

/yc 

// 

^e  cujLe6  d-U.  Q/Ve€/u= 

/^ 

^eO'inr.  o/uifiiy    i/o 

/•/•^ 

Ion  J  on  uccoii/nt 

40 

///^ 

./ 

Q^JUA  hi^de/nt  ■yi^ 

J/^ 

X 

y-^c$*J 

-/4^S 

■ 

Next,   take  the  Gains  and  Losses  in  connection  with  the 
Capital  at  the  beginziing. 


yain  /iMM  ■MtfUe 

miaina/  cu/u/u/ 
^M  /Heden/  net  laolln 

4/0 
50 

4> 

SiO 

/5 

26 


BOOK-KEEPING. 

The  account,  No.  G,  in  the  name  of  the  pupil  could  not  be 
closed  until  the  Net  Gain  or  Net  Loss,  as  the  case  may  be,  liad 
been  ascertained.  The  first  entry  is  intended  to  show  how 
much  he  put  into  the  business,  that  is,  the  Financial  Posi- 
tion at  the  heci'mning  of  the  ]ieriod  under  consideration ;  and 
the  last  or  closing  entry,  the  Financial  Position  at  the  end. 
The  former  is  already  shown.  To  show  the  latter,  if  there  has 
been  a  net  gain,  it  must  be  entered  on  the  credit  side,  thus 
increasing  the  Original  Capital ;  if  there  has  been  a  net  loss,  it 
must  be  entered  on  the  debit  side,  thus  lessening  the  Original 
Capital.  The  diflference  between  the  two  sides  will  theQ  show 
the  Net  Capital  at  the  end  of  the  period.  The  result  of  the 
business  in  this  case  has  been  a  net  gain  of  $360.  The  account 
when  clo&ed''will,  therefore,  appear  as  follows  : — 


^L 

(pupil's 

NAME.) 

\ 

u. 

eaAticu 

3p 

00 

Jiine  / 
24 

QjVet  aain 

360 

00 
00 

3jo 

00 

SJS 

00 

^ 

The  pupil  will  see  that  in  finding  his  Net  Capital  from  the 
second  class  of  data,  not  one  of  the  first  class  was  required, 
except  that  of  the  unsold  merchandise.  This,  t*f  course,  was 
necessary  in  order  to  find  the  gross  gain  from  sales.  He  had 
no  need  to  know  the  cash  in  hand,  nor  the  notes  outstanding, 
nor,  what  was  owing  to  him,  or  by  him,  on  account. 

He  will  also  notice  that  the  latter  mode  is  much  shorter 
than  the  former.  If  he  had  done  business  with  Jive  hundred 
persons  instead  of  five,  as  above,  the  first  method  would  have 
been  materially  lengthened,  while  the  same  three  accounts  would 
still  have  sufficed  for  the  second  method. 

As  the  same  result — the  Net  Capital — is  obtained  from  two 
difi'erent  classes  of  accounts  so  very  nearly  independent  of  each 
other,  a  strong  proof  is  afforded  of  the  accuracy  of  the  work. 
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In  the  same  way,  any  series  of  connected  business  transac- 
tions will  turnish  material  for  accounts  which  will  show,  in  the 
difference  of  their  sides,  the  two  classes  of  data  necessary  for 
a  double  statement  of  the  financial  position  at  the  end  of  the 
period  embraced  by  those  transactions.  .  Let  the  student  not 
leave  this  exercise  until  he  thoroughly  compx'ehends  every  part 
of  it. 

In  working  out  the  preceding  exercise,  the  pupil  must  have 
noticed — 

I.   That  for  every  transaction,  he  made  an  entry  in  two 
accounts. 

II.  That  these  entries  were  on  opposite  sides. 
III.  That  they  Avere  equal  in  amount. 
For  example,  the  statement,  June  1st,  of  the  investment, 
gave  an  entry  on  the  Cr.  side  of  the  account  in  his  own  name, 
and  one  on  Dr.  side  of  Cash  to  the  same  amount.  The  pur- 
chase of  goods  from  Abel  Bond,  on  the  2nd,  gave  an  entry  on 
the  Dr.  side  of  Mdse,  and  one  on  the  Cr.  side  of  Abel  Bond's 
account  to  the  same  amount.  He  has,  indeed  (aud,  perha})S, 
without  knowing  it),  been  making  a  Double  Entry  Ledger. 

Now,  in  the  particular  exercise  here  given,  as  all  the  trans- 
actions are  on  credit,  one  of  the  entries  in'each  case  was  neces- 
sarily in  a  personal  account,  and  the  other  in  an  account 
representing  a  thing.  Common  sense  will  tell  him  he  can- 
not dispense  with  the  entries  in  the  personal  accounts  ;  lie 
may  (though  he  had  better  not)  dispense  with  the  entries  in 
the  accounts  representing  things.  Had  he  done  so,  he  would 
have  had  a  Single  Entry  Ledger. 

If  he  will  turn  to  the  openings  containing  the  accounts  (page 
22-25),  he  will  find  them  arranged  so  as  to  assist  him  in  under- 
standing the  difference  between  the  two  methods.  The  second 
opening,  taken  alone,  is  Single  Entry  ;  both  openings,  taken 
together,  constitute  Double  Entry.  In  the  former,  he  debits 
and  credits  only  persons  ;  in  the  latter,  he  debits  and  credits 
both  persons  and  things.  And  by  "  things,"  we  mean 
not  only  material,  tangible  things,  such  as  cash,  merchan- 
dise, notes,  but  also  any  accommodation  or  advantage 
to  which,  in  business,  a  money  value  is  attached,  as  use  of  money 
(interest  or  discount),  occupation  of  premises  (rent),  services  oj 
clerks  (wages),  &c. 

The  learner  will  have  anticipated  the  definition  of  the  book 
called  the  Ledger.  Besides  this,  other  books  are  used,  of  which 
he  will  be  shortly  informed  ;  but  the  Ledger  is  the  principal 
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book,   all  others  being  for  convenience,  and  subsidiary  to  u 
Jt  is  the  book  in  which  all  the  transactions  are  classified  in  th© 
form  of  accounts.     A  better  single   name  could   not,  per- 
haps, have  been  chosen  for  it.     It  is  derived  from  the  Latin 
verb  le'gere,  to  lay  or  put  together,  to  collect,  to  pick  out. 

We  are  about  to  introduce  the  pupil  to  Single  Entr)^  Book- 
keeping, but  we  are  anxious  to  impress  upon  his  mind  from  the 
very  beginning,  the  undoubted  superiority  of  Double  Entry. 
Let  him  not  forget  that  the  ultimate  aim  of  a  set  of  books 
is  to  show  at  any  time  the  financial  condition  of  the  busi- 
ness, and  that  this  can  be  shown  izr  two  ways : — 

L  From  a  comparison  of  the  Assets  and  Liabilities  at  the 
time. 

n.  From  the  Capital  at  a  former  period,  and  the  net  gain 
or  net  loss 'since. 

And  that  Double  Entry  (as  he  has  seen)  furnishes  these 
two  classes  of  data. 

Bearing  this  in  mind,  he  will  be  able,  as.  he  progresses,  to 
institute  a  comparison  between  Single  and  Double  Entry,  and 
will  probably  discover  in  the  end  that  the  labor  required  in 
tlie  former,  as  commonly  practised,  is  so  nearly  equal  to  that 
required  in  the  most  approved  mudern  forms  or'  the  latter,  that 
liusiness  men  might  well  afford  to  give  the  little  extra  labor 
necessary  to  make  it  such,  and  thus  realize  all  the  advantages 
it  offers. 

QUESTIONS  FOR  REVIEW. 

What  is  meant  by  selhng  goods  on  credit  ?  What  arrangements  may 
\»e  made  as  to  pajonent  ?  Write  a  Promissory  Note.  Write  a  Drait. 
What  must  be  done  to  a  Draft  to  make  it  a  promise  to  pay  ?  In  what 
respect  do  a  Promissory  Note  and  Draft  agree,  and  in  what  do  they 
differ  ?  How  may  debts  owing  to  \is  be  naturally  divided?  How  may 
ths;  debts  we  owe  be  divided?  What  is  the  u'timate  oijject  of  Book- 
keejiing  ?  Knowing  a  trader's  Assets  and  LiabiLaes,  how  would  we  find 
liis  Financial  position  ?  Knowing  his  original  C.^.pital,  and  his  Gains 
and  Losses  since,  how  would  we  find  it  ?  Of  what  do  a  trader's  Assets 
or  Resources  usually  consist  ?  If  a  business  is  [irospering,  how  are  th(^ 
Assets  and  Liabilities  varying  in  respect  of  each  other  ?  What  is  meant 
by  an  Account  ?  Explain  the  form  of  account  commonly  adopted.  To 
what  do  the  terms  Dr.  and  Cr.  primarily  apply  ?  Which  side  of  an 
account  is  called  the  Dr.,  and  which  the  Cr.  side  ?  What  idea,  in  con- 
nection with  the  name  of  an  account,  is  associated  with  the  Dr.  side, 
and  what  with  the  Cr.  side?  What  does  "Cash  Dr."  mean?  What 
does  "  John  .Jones  Dr."  mean  ?  What  does  "CashCr."  mean?  What 
doea  "John  .lones  Cr."  mean  ?  Explain  how  the  Cash  which  onght  to 
be  in  hand  is  found.  Explain  how  what  is  owing  to  us  on  Others'  Notes 
La  found.     Explain  how  what  we  owe  on  Our  Notes  is  found.     Explain 
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hovr  .vLat  is  owing  ns  or  what  we  owe  others,  when  no  notes  have  been 
reoe.ved  or  given  is  found.  •  Explain  ho.,  tho  Gain  or  Loss  on  mer- 
chan.hse  IS  foun.l.  In  the  e.xamplc  of  connected  accounts,  how  often  is 
■nr>,  j.ut  stated?  \\  hat  name  is  given  to  the  book  containing  such  a 
collection  of  accounts?  If  we  call  ourselves  the  First  Party  and  the 
i.ersou  we  are  doing  business  with  the  Second  Party,  whose^part  in  the 
inmsaction  do  we  mainhj  consider  in  a  personal  account,  and  whose  in  a 
«o«-;;er^o«aZ  account  ?  Which  of  these  accounts,  taken  alone,  constitnte 
Single  Entry  f     Which  constitute  Double  Entry  ? 


CHAPTER  VI. 

INTRODUCTORY  REMARKS  TO  SINGLE  ENTRY. 

In  Single  Entry,  the  Le.lger  contains  accounts  only  for 
persons.  The  transactions  which  affect  any  persons  in  their 
relation  to  us  as  Dr.  or  Or.  may  be  entered  at  once  in  the 
f.edger,  or  they  may  first  be  entered  in  a  book  called  the  Day 
Hook,  and  afterwards,  at  convenience,  transferred  to  the 
Ledger. 

If  James  Smith  sells  to  John  Brown,  July  1st,  1876,  one 
felt  hat  on  credit,  for  $3,  he  may  enter  as  follows : 


DAY  BOOK. 


fS    00 


'i. 


/S/0. 


LEDGER. 


iomz  (^i(H4Pn. 


•?! 


S/o   o-y7e  jfeU 


J\00 


Or,  he  may  dispense  with  the  Day  Book,  and  use  only  the 
Ledger. 
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John  Brown  in  his  books  would  write  aa  follows : — 

DAY    l>0':»tL 


fS/^. 


%/lu  ons  'eiC  hoi 


/j    CO 


LEDGEE. 


^; 


'n. 


FcirneS  d/ynitn. 


%. 


1  ^tt*i4    ^ ,  <iSi/  one  /- 


00 


Or,  he  may  dispense  with  the  Day  Book,  and  use  only  the 
Ledger. 

We  have  here  nsed  the  preposition  "  To  "  in  the  debit  entry, 
and  "By"  in  the  credjt  entry,  cut  of  deference  to  custom- 
Some  do  not  use  them.  And  certainly  John  Bnjwn  is  not 
Dr.  to  the  Hat,  but  to  us  for  the  Hat.  Indeed,  the  word 
"for"  would,  in  general,  better  express  the  meaning,  if  it  be 
thought  necessary  to  use  any  word  at  all. 

The  following  examples  will  further  illustrate  the  mode  of 
entering  transactions  in  the  books  of  both  debtor  and  creditor, 
with  which  the  pupil  siiould  become  familiar  before  progressing 
further.  For  this  pui-pose  separate  sheets  of  paper,  ruled  by 
the  pupil,  should  be  used.  Let  the  pupil  write  the  transactions 
on  one  page,  numbering  them,  and  make  the  proper  entries  on 
another,  with  their  corresponding  numbere  and  correct  dates, 
•  as  in  the  following  examples.  The  pupil  should  be  required 
to  write  out  a  number  of  transactions,  in  addition  to  those 
given  in  the  book,  and  after  having  studied  them  carefully,  be 
prepared  in  recitation  to  give  the  entries  on  the  blackboard. 

The  learner  should,  from  the  first,  invariably  compute  the 
value  of  all  articles  bought  or  sold,  whether  the  calculations 
are  made  in  the  hook  or  not.  It  would  oe  to  his  advantage  to 
'lo  this  in  studying  any  treatise  on  Book-keeping.  But  in  x\\*- 
^use  of  this  work  it  becomes  absolutely  necessary  ;  for  transac- 
tions ire  soon  introduced  where  such  computations  are  un- 
Uvoidablt-. 


BOOK-KEEPING. 

rRANSACTIONS    TO     BE     RECORDED    IN    THE    BOOKS    OF    BOTH 
THE   BUYER  AND   SELLER. 


Transaction  1. — January  2nd,  1877. 

John  Blown  buys  of  James  Smith  one  feit  hat,  for  \yhich  he 
agrees  to  pay  him  three  dollars. 

John  Brown  is  the  debtor,  because  he  is  the  receiver.  James 
Smith  is  the  creditor,  because  lie  is  the  giver. 


Transaction  2. — January  3rd,  1877. 

Wm.  Jones  sells  to  Peter  West  one  pair  of  boots,  for  which 
he  is  to  pay  him  five  dollars. 

Peter  West  is  the  debtor,  because  lie  is  the  receiver.  Wm. 
Jones  is  the  creditor,  because  he  is  the  giver  or  seller. 


Transaction  3.— January  4tli,  1877. 

Robert  North  sells  to  George  South  four  reams  of  paper,  for 
which  he  is  to  pay  twelve  dollars. 

George  South  is  the  debtor,  because  he  is  the  receiver. 
Robert  North  is  the  creditor,  because  he  is  the  giver. 


Transaction  4. — January  5th,'  1877. 

B.  M.  Norman  buys  of  J.  B.  Graham  one  overcoat,  ior  which 
he  is  to  pay  twenty  dollais. 

B.  M.  Norman  is  the  dei)tor,  because  he  is  the  receiver.  J» 
B.  Graham  is  the  creditor,  because  he  is  the  giver  or  sellor. 
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MODE  OF  ENTEPJNG   THE   FOllEGOIxNG   TRANSACTIONS. 


No.  1. 

/<$•//. 

James  Smith  enters  in  his  book — 

1 

2 

%/o  one  /M  nat 

John  Brown  enters  in  his  book. — 

3 

00 

^n. 

2 

qJjiI-  one  /etl  nat 

3 

00 

No.  2. 

Wm;  Jones  writes  in  his  book — 

^cm. 

3 

SPelei  7K4/.                                                                S)l. 

@/(i  otte  Aaii  M  oooti 

J 

00 

Peter  West  writes  in  his  book — 

.^• 

3 

^4..    Ji^te^                                                           ^i. 

J 

00 

\                              No.  3. 

Robert  North  writes  in  his  book — 

^^. 

^ 

®Jo  /ouA.  iecmtA  o/ /la/iet  al  i$ 3 

George  South  writes  in  his  book — 

V2 

00 

^Mt. 

^ 

^c^ei^  QAr<yUA                                                     %.. 

@Mt^  toui  le€t/m6  Of  hahei,-  a/  03 

/2 

00 

No.  4. 

J.  B.  Graham  enters  in  his  book —  • 

/un.. 

5 

^.   <o///.    oA^oimiaii                                             -^i- 

&o  one  oveicMii 

20 

00 

B.  M.  Norman  enters  in  his  book— 

^n. 

5 

J.    m.    %i<Jux*n                                                    ^i- 

SBil-  one  ovMccft/ 

20 

00 

BOOK-KEEPINQ. 


SINGLE  ENTRY. 


INSTRUCTIONS— SET  I. 

TuE  most  simple  form  of  keeping  accounts  is  presented  in 
this  set.  It  is  well  adapted  for  mechanics  and  others  whose 
business  transactions  are  very  limited.  Only  one  book  is  used, 
the  Ledger,  and  the  transactions  are  entered  directly  in  it  Avithout 
the  intervention  of  a  Day  Book.  The  space  to  be  appropriated 
for  any  account,  in  actual  business,  will  be  greater  or  less  ac- 
cording to  the  extent  of  the  person's  dealings.  Open  only  one 
account  on  each  page  in  this  set,  as  there  are  but  few  persons 
with  whom  you  have  dealings  and  the  accounts  are  long.  The. 
name  of  the  person  should  be  written  in  a  fair  bold  haiid,  so 
that  it  may  be  readily  seen  when  turning  the  leaves,  and 
easily  distinguished  from  the  other  writing.  Over  the  doublu 
money  columns  to  the  right  of  the  page,  write  "Dr."  and 
"  Cr.,"  to  show  Avhere  the  amounts  of  the  items  are  to  be  placed. 

In  writing  up  this  set,  first  read  tlie  narrative  of  transac- 
tions, and  write  each  entry  in  its  proper  account,  in  the  order 
of  its  date. 

The  first  transaction  to  be  entered  is  the  purchase  of  iron 
d.nd  coal,  from  John  Smith,  on  the  2nd  of  September.  Open 
«n  account  for  John  Smith  by  placing  his  name  in  a  large  bold 
hand  at  the  top  of  the  page,  and  over  the  double  money 
columns  to  the  right,  place  "  ]Jr."  and  "  (Pv.''  as  directed  above  ; 
then  enter  to  his  Cr.  the  items  purchased  from  him.  Next 
open  an  account  for  William  West,  and  enter,  to  the  Dr.  side, 
the  work  done  for  him  ;  then  open  Tliomas  Brown's  account, 
and  charge  him  with  the  work  done  on  the  .3rd,  and  so  on, 
making  all  the' entries  of  one  day  before  making  any  of  the 
(Succeeding  day.  In  making  the  entries,  first  write  the  date  on 
the  left,  then  t];e  item,  and  lastly  the  amount  in  its  proper 
column.  The  word  "  To  "  is  prefixed  to  the  items  for  which 
the  accounts  are  debited,  and  the  "word  "  By "  to  those  ior 
which  the  accounts  are  credited.  Great  care  should  be  taker 
to  avoid  placing  the  amounts  in  the  wrong  columns. 

Before  closing  the  Ledger,  which  should  be  done  at  statoil 
periods,  everj'  transaction  that  will  alfect  any  account  should  bs 
entered,  and  settlements  effected  as  far  as  practicable.     This 
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done,  add  the  ar.ionnts  that  are  in  the  columns  of  the  different 
accounts — such  as  Wm.  West's,  and  others  that  have  the  foot- 
ings of  the  Dr.  and  Cr.  columns  equal,  rule  off,  and  place  the 
footings  as  shown  in  the  account.  If  one  side  of  tlie  account  is 
larger  than  the  other,  as  shown  by  John  Smith's  account,  find 
the  difference  between  the  two  sides,  write  the  date  of  closing, 
and  say,  as  the  case  may  be,  "  To  "  or  "  By  "  balance,  and  place 
the  difference  or  balance  on  the  smaller  side. 

After  tlie  Ledger  is  closed,  make  out  the  statement.  This  is 
a  very  important  part  of  book-keeping,  as  it  shows  the  results 
of  the  busiiK'SS  and  the  general  condition  of  affairs.  The  state 
ments  should  contain  a  list  of  all  property  belonging  to  the 
business,  a  list  of  all  accounts  against  others,  and  also  a  list  oi 
all  debts  owing  to  others. 

In  subsequent  sets  the  statements  will  include  a  greater 
variety  of  accounts. 

TRANSACTIONS.— SET  I. 

^^''(^-  MECHANICS'  FORM. 

Sep.  1st.  Rented  the  shop  and  tools  of  John  Smith,  at  ninety- 
six  dollars  per  year,  for  the  purpose  of  carrying  on 
the  business  of  a  blacksmith. 

*  2nd.  Bought  of  John  Smith,  on  one  year's  credit,  his  stock 
of  iron  and  coal — 5000  lbs.  iron  at  5c.  and  5  tons 
coal  at  $8— $290. 

"  "  Shod  2  horses  all  around,  for  Wm.  West,  $1 ;  re- 
paired his  waggon  and  set  1  tire,  $2.20. 

"  3rd.  Made  1  large  clevis  for  Thomas  Brown,  $1 .2.5  ;  mended 
2  barn  hinges,  30c.  ;  and  tempered  crow-bar,  20c. 

*'  "  ^Mended  trace  chain  for  George  Weaver,  30c.  ;  shod 
1  horse  (fore  feet),  50c. ;  set  waggon  tire,  $1  ; 
ironed  necic  yoke,  $1. 

"  4th,  Mended  log  chain  for  John  Smith,  2  new  links,  40c. ; 
sharpened  and  set  4  shoes,  75c. ;  sharpened  coulter, 
25c.  ;  1  pair  small  clevises,  $1. 

"  5th.  Received  from  Wm.  West  5  bush,  potatoes,  at  40c.  ; 
4  lbs.  butter,  at  25c. ;  10  lbs.  cheese,  at  10c. 

*'  "  Rcjaired  plough  for  John  Smith,  $1  ;  rod  for  same, 
20c. ;  2  bolts.  35c.  ;  1  clevis,  50c. 

**     8th.  Ironed    1   bucket  for  Thomas   Brown,  81.25  ;   shod 
colt,  4  new  shoos,  $1  ;  tempered  drill  and  pick-axe, 
26c. ;  and  ironed  whiffletrees,  50c. 
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Sep.  9th.  Ironed  waggon  for  George  Weaver,  $15.25  ;  mended 
shovel,  20c.  ;  and  repaired  sulky,  $2.20. 

."  iOth.  Received  from  Thomas  Bi'own  1  turke}',  $1  j  1  load 
wood,  $2.  Shod  his  horses  all  around,  4  new 
shoes,  $1.50  ;  sold  him  4  hooks  and  .staples,  at  15c.j 

1  iron  wedge,  75c. 

"     12th.  Repaired  drag  for  John  Smith,  2  new  bands,  50c.; 

ironed  neck-yoke,  $1  ;  ironed  wliiffletrees,  .$  1.50. 
"        *'      Received  from  George  Weaver  o  doz.  eggs,  at  15c.  ;  4 

bags  apples,  at  40c. ;  1  quarter  lamb,  15  lbs.,  at  10c. 
*     13th.  Mended  waggon  box  for  Wm.  West,  $1.25  ;  sharp- 
ened 15  drag  teeth,  at  5c. ;  4  new  links  for  trace 

chain,  at  15c. 
**     I5lh.  Sold  John  Smith  40  lbs.  gate  hinges,  at  15c. ;  10 

lbs.  bolts,  at  12|-c. 
"        "      Repaired  buggy  shaft  for  Wm.   West,  50c. ;  set  2 

shoes,  25c. ;  mended  shovel,  25c. 
"        •*      Sharpened  and  set  two  shoes  for  George  Weaver, 

35c. ;  repaired  cultivator,  $1.25  ;  sold  him  1  large 

clevis,  $1.20. 
"     16th.  Mended  shovel  for  Thomas  Brown,  20c. ;  s^ld  him 

2  bauds  for  harrow,  50c. ;  and  set  two  shoes  (colt's 
fore  feet),  25c. 

"  17th.  Received  from  Wm.  West  1  brace  chickens,  50c. ; 
4  bush,  potatoes,  30c. 

"        "      Repaired  buggy  for  John  Smith,  $3.20. 

"  20th.  Received  from  Thomas  Brown,  on  account,  6  lbs. 
butter,  at  20c. ;  4  bush,  apples,  at  25c. 

**  24th.  Received  from  George  Weaver,  on  account,  J  ton 
hay,  $6.25  ■  1  bbl.  flour,  ;$5.50. 

"  "  Repaired  ox-yoke  and  chain  for  Thomas  Brown, 
$1.80  ;  and  set  two  shoes,  25c. 

"  25th.  Sold  George  Weaver  4  strap  hinges,  at  25c. ;  I 
clevis,  75c.  ;  T  hook  and  staple,  15c. 

'  26th.  Received  from  Wm.  West  cash  in  full  of  accoun., 
$1.10. 

''         "      Sold  Thomas  Brown  1  pair  buggy  springs,  i?v^.50. 

"  29th.  Received  from  George  Weaver  cash,  in  full  of  ac- 
count, $9.55. 

"         "      Ironed  lumber  waggon  for  John  Smith,  $14.40 

"     30th.  Received  from  Thomas  Brown   cash,  in  full  of  ac- 
count, $14.10. 
/  hcwe  on  hand  irov,  as  per  inventory,  $210  ;  Mai,  $30  ;  Manu- 
factured horse  shoei,,  holts,  clevises,  t&c.  $3(k50. 
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^onn  (£rinim. 


M', 


i. 


O 


"Su 


JsyS.  I 


Wi/  5000  /S4  iiiiti,  af  Oe. 

"    J  iciid  coal,  al  S^ 
i4/<?    QyUenal»n    ■/     (oa    enatii     f i 
neiv.  /ciiM  \  [ 

"     (STHai/ieniyia     anci    <ieiliiin    Jj 
dnorA 

*"''  /  Aaii.  Mnaii  Cl«ui6e4 

"  oAf/iatUna  ■/  hiottan 

"  /  lot/ jfo*.  " 

''  2  loh 

"  /  c/evcS 

"  isAe/tctilinn  t/laa  (2  tt  A4i 

'<  "         y  Al  c/  w/uMeiieed 

"    j^O  lOti.   aale  Acnfud,  a.t  /t?c. 
"    /O      "      Jo/U,  a/  -/Syie. 

\i"    oMautnce  lo  'ntut  accouni 


1 
1 
6 
1 
S 

u 

257 


290 


40 

75 
So 
00 
00 
20 
35 

50 

50 

00 
50 
GO 
25 
20 
40 
70 


00 


25U\  00 
4o\  00 


£90  00 


Note. — It  is  usual  to  rule,  with  red  ink.  And  it  is  also  re- 
commended (altliough  we  have  not  found  it  conv'^enient  to  <lo 
fills  in  the  book)  to  write  the  closing  entries  in  red  ink,  in  order 
that  the  eye  may  more  readily  distinguish  entries  of  transac- 
tions from  iimre  dosing  entries. 
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mffca-m  T/'ed. 


m.     '^k 


/S7e>. 


IS 


itna,  /  /lie 
%B>J.  S  /tf.iA.    /utfaiot^,   at  J/Oc. 

""    J^  Mi.    /uc/Ui,  ui  2Sc. 

"•    ^0  //id.    c/leeSe,  cti  -lOc. 
<^c    Q//{en(tinn  luar/nin  /lox 

"    &//uti/i€n<.)in    /J     u'ui'i     tcciAj 
(li  5c. 

"    Jt  nttu  UttM  foi    iUtct.  ctuutx^ 
ai  j'Oe. 

"    eJif/iuiHtia  Mt^an^  Anali 

<'    ^cUuif^    2  Jioe4 

"    ^Me'it'una  •/  i/iove€ 

/»«  /  iiaii.  ehicMn4 

<<    .4-  ^'it-i/i    /to/u/.oei,   ai  .^Oc. 

'■''     wctii/i  in  /au  Cji  acecu*U 


15 

17 

S6 


1 

00\^ 

s 

i 
20 

1 

1 
55 

1 

75 

60 

50 

25 

25 

... 

6   80 

\  — 

i 

: 

00 
00 
00 


50 
20 

i\  10 

6   80 
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Qjhmn/tA   (dL/Jiount 


Ml. 


"    ey//eti(Utin  2  /iuitt  At>iye4 

"    e/Aceii/y   co//,   J/    i"to   ■i/'.ift 
"    &t/m/ieUiia.   dii/i    rrtifi    /uriffuce 

10  SBy  /   ^uUr,^. 

''    /   uiaa  tucoa. 

( ^   new  6noM  J 
"    ^  iiooM  ai9f/  d/a/i/'H  (if  iOc. 


16 


"      /    iiO'y)     U'MOf 


"    2  outtdi  jfoi  AfiUftm 

"    ji-  OiMh.    (f/i/i/t-0,   a/  2Sei. 

Ou    VuaA .    in    /nil   of  uc-cou«ti 


2[> 

80  \ 

20 

"25 

00 

S5 

50 


50 
60 
7f 
20 
60 


80\ 


50 


19 


10 


m. 


00 
00 


u 


00 
00 


10 


19    10 
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^.eoiae  J/eu^Ml,        ^l.        ^i. 


/<r/^. 


"    Qjicnina  /  ttecK  tiOKe 


12 


5  c/oi 


aiUtia  6Ui 


riA,  ai  ■/■5e. 


lS>\<sJo    wf/iaihenuia     una    ,if.iiina     S 

'■''    &ieAaiHnn   /  cuucita/oi 
''    /  laiae  c/eittd 
Sou  /4   <^<^«  uai/^ 

25\&c    Ji-  s/la/i  fUnaf^,  a/  25c. 
J?9|(^y  w(m/i..  in  /uU  c/ account 


SO'. 


1 

50 

li 

00 

i' 

00 

^1 

S5 

1 

1 

SO 

s\  so 


25 


S5 


15 


75 
60 
50 


SB 
50 


9\  55 


25\  15 


!    I 


«o 
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(s/lute'Tneni  ojl  (Uiedeuiced  ana  <:^(aliucUe6. 

Q/\o'M   fir)  /la.tia,   vriucr/  af              -                =•  ^ 2JfO  00 

S'Aiee  l<iyiS  con/,  «/  $ /O                   "               -  -jO  00 

<^oUe  6n<ieA,  Mi/^  €ind  c/fm'^''^     ^              »  30  oO 

Wfuln.  en  Jiuttu       jr              =■               »               =•  v'^a  /  '^ 

^ola/ Me^culcM               .              .  ~               ^325    25 

^IJ-yn  ccttf'na.  ^cA)^  wVmtin,  on  4xccflu'>)t    -  ^257  JO 

wu)tUn6  ienlj  <ti  ^Ok/  Aei  ijeal          =  o  00 


V^^e 


^oiu/SCict/MUi        .         ^         =  $26s  yo 

££<j/^Aenc-e  /teitaeen  oAedoulceA  ana    ^la-atuile4i,   oi 

As  you  began  without  capital  and  are  now  worth  $59.55, 
yon  must  have  gtiined  this  amount  during  the  month  you  have 
been  in  business. 


FIRST  SET  FOR  PRACTICK 

USE  ONLY  THE  LEDGER,  SAME  AS  IN  PRECEDING  SET. 

On  Jan.  3rd,  1877,  commenced  business  with  $1500  in  cash. 
Paid  for  store  fixtures,  $200  ;  for  goods,  as  per  invoice,  $800.* 

THE  FOLLOWING  TRANSACTIONS   ARE   TO   BE   ENTERED. 

Jan.  4.  Sokl  R,.  J.  Wallace,  on  account,  1  broadcloth  coat,  $30  ; 
pants  and  vest,  $15  ;  overcoat,  $7. 
"  5.  Sold  W.  J.  Graham,  1  pair  pants,  English  cassiiiKMv. 
$10  ;  1  sack  coat,  blue  melton,  $20  ;  1  pair  striped 
tweed  pants,  $10. 
"  6.  Sold  James  Hughes,  1  beaver  overcoat,  $30  ;  1  Scotch 
tweed  coat,  $12. 

*  No  'iiitiy  is  to  he  mada  of  the  foregoing  in  the  Ledijor,  but  a  ojemoi-iui- 
dum  ot  it  fhould  be  kuiit. 
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.•r,a;i.    8,  SoM  Geo.   Denmark,   1  iicclvtie,  $1.25  ;   ^  doz.  hand- 
kerchiefs, ^2  ;  and  1  pair  suspenders,  Si. 
"       9.  Sold  J.  R.  Dingtnan,  1  boy's  suit,  for  so!i  John,  $18  ; 

and  1  coat  for  Robert,  French  cassiraere,  $S. 
'     11.  Bought  of  John  McDonald  &  Co.,  1  piece  of  English 

broadcloth,  25  yds.,  at  $3. 
■'     12.  Sold  J.   R.  Dingman,  1  pair  doesldn   pants,  $S  ;    1 

vest,  $5. 
"     15.  Sold  Geo.  Denmark,  2  neckties,  at  25c. 
*•     16.  Received  from  R.  J.  Wallace,  on  account,  $20. 
"     17.  Sold  W.   J.    Graham,  1   pair  French  cassiniere  pants, 

$10  ;  1  satin  vest,  $5  ;  1  overcoat,  $25  ;  1  suit  Scotch 

tweed,  $25. 
"     19.  Bought  of  John   McDonald   &   ib.,  24   yds.  French 

cassiraere,  at  $2  ;  and  10   doz.   linen   handkerchiefs, 

at  $3. 
"     22.  Received  from   W.   J.   Graham,  on  account,  4   tons 

coal,  at  $8. 
"     23.  Paid  John  McDonald  &  Co.,  on  account,  $50. 
"     24.  Sold  R.  J.  Wallace,  1   dress  coat,  $30  ;  1   cassiraere 

vest,  $6  ;  2  pairs  hose,  at  45c. 
"     25.  Received  of  J.  R.  Dingman,  cash  on  account,  $5. 
"     26.  Sold  to  A.  B.  Chatham,  1   black  cloth  coat^   $20  ;  1 

pair   cassimere   pants,    $8.25  ;    to^k  in  payment  an 

order  given  by  James  Hughes,    y 

Charge   these  goods  to  James^ Hughes,  as  they  were 

given  on  his  accoxmt. 
"     27.  Sold  J.  R.  Dingman,  6  shirts,  at  $2  ;  and  1  frock  coat, , 

French  cloth,  $30. 
'*     29.  Gave  John  JMcDonald  &  Co.  my  note  at   3  months, 

on  account,  $53. 
"     30.  Received  from  W.  J.  Graham,  his  note  at  2  months,  in 

fall  of  account,  $73. 
"       *•    Received  from  George  Denmark,  cash  in  full  of  ac- 
count, $4.75. 

rmc    FOLLOWING    AllE   THE   RESOURCES   AND   LIABILITIES,    NOT 
SHOWN    ON    LEDGER. 

Merchavrlise  nnaold,  as  per  Inventory,  $750  j  Bills  Recchnhle  on 
hand,  IF.  J.  G-raham's  Note  for  $7:>  ;  Cash  on  hand,  $479.75  ; 
^'tore  fixtures,  $200  ;  Am  owing  on  Note,  favor  of  John  McDonald 
r-  Co.,  $53. 

42 


BOOK-KEKPANQ. 


STATEMENT  OF  RESOURCES  AND  EIAIULITIES. 


FIRST   SET   FOR   PRACTICE. 


Resources. 


Merchandise  unsold,  .as  p'^r  Inventory 

Bills  Receivable,  W.  J.  Graham's  Note  for 

Cash  on  hand   ----- 

Store  fixtures,  as  per  valuation - 

R.  J.  Wallace  owes  on  account 

James  PIi;i!;hes        "  "  -         * 

J.  R.  Dingman       ««  «  .         . 

Total  Resources  - 

Liabilities. 

Am  owing  John  McDonald  &  Co.,  on  account 
Bills  Payable,  outstanding  Note  for  - 

Total  Liabilities  - 


Total  Resources  at  closing 
"     Liabilities         " 

Difference,  or  present  Net  Capital 


.  $750 

00 

73 

00 

479 

75 

.  200 

00 

-   68 

90 

.   70 

25 

70 

00 

$1717 

90 

-  $50 

on 

53 

00 

-  $103 

00 

$1717 

90 

-  103 

00 

$1G14 

90 

$1G14 

90 

-  1500 

00 

-  $114 

90 

Present  Net  Capital  -, 

Deduct  Net  Livestment   - 

Net  Gain    - 


The  pupil  will  see  h\  the  above  statement,  that — 
To  find  tlie  Net  CapiLal  Ave  subtract' tlie  Liabilities  from  the 

Resoui'ces,  and 
To  find  the  Net  Gain  we  subtract  the  JSd  Capital  at  starting 

from  the  Net  Capital  at  closing. 

Note. — If  the  Net  Capital  at  closing  is  Icps  than  tlie  Net 
Capital  at  starting,  the  dilference  wiil  show  the,  loss  ,  and  if  tiie 
Liabilities  are  greater  than  the  Resources,  the  diiiercnce  will 
show  the  Net  Insolvency. 
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BOOK-KEEPING. 

QCTESTIONS  FOR  REVIEW. 

How  many  books  are  used  in  Set  I.t  For  wliat  kind  of  business  1b 
this  mode  of  keeping  books  adapted  ?  ITow  is  the  space  to  be  allowed 
each  account  determined  ?  For  what  is  the  left  hand  marginal  column 
used  ?  For  what  is  the  space  between  the  date  column  and  the  money 
columns  used  ?  For  what  are  the  left  hand  money  coliuuas  used  ?  For 
what  the  right  ?  What  are  done  with  the  accoimts  that  have  the  debits 
and  credits  equal  ?  What  does  a  double  red  line  under  an  account  in- 
dicate ?  What  colored  ink  is  used  for  ruling  and  balancing  ?  How  are 
accouuts  closed  in  which  one  side  is  larger  than  the  other  ?  On  which 
side  and  in  what  colored  iiik  is  the  balance  placed  ?  What  should  be 
made  at  the  time  of  closing  the  Ledger  If  What  should  the  statement 
contain  ? 

In  answering  the  following,  the  pupil  may  have  his  statement  before 
him  : — 

What  effects  have  you  on  hand  at  the  time  of  closing  ?  How  much 
cash  ?  How  much  do  you  owe  others  ?  How  much  do  you  owe  in 
notes  ?  What  are  your  total  resources  at  closing  ?  What  are  your 
total  liabilities  ?  How  much  is  the  difference  between  your  assets  and 
liabilities  7     What  is  it  called  ? 


SINGLE  ENTRY. 


INSTRUCTIONS.— SET  II. 

In  the  following  set,  instead  of  entering  the  transactions 
directly  into  the  accounts,  as  was  done  in  the  preceding  set, 
they  are  first  recorded  in  the  Day  Book,  and  afterward  trans- 
ferred in  an  abbreviated  form  into  the  Ledger.  AYhen  business 
transactions  become  numerous,  it  is  inconvenient  to  turn  to 
the  proper  accounts  and  enter  each  transaction  at  the  time  it 
occurs.  Another  disadvantage  of  the  preceding  form  is,  that 
it  would  require  considerable  trouble  to  ascertain  what  business 
had  been  done  on  any  particular  day,  whereas  by  the  following 
method  this  may  be  seen  almost  at  a  glance. 

DAY   BOOK. 

All  transactions  which  affect  the  debit  or  credit  of  any 
person  with  whom  an  account  should  be  kept,  are  first  re- 
corded in  this  book.  ' 
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Whenever  you  sell  a  person  anything,  pay  him  money,  per- 
form work  for  him,  or  he  in  any  manner  becomes  indebted  to 
you,  he  must  be  debited  with  the  same  in  this  book,  to  show 
that  he  owes  you.  And  wheiK  .  'r  any  person  sells  you 
anything,  pays  you  money,  does  work  for  you,  or  you  in  any 
way  become  indebted  to  him,  he  must  be  credited  with  the 
same  in  this  book,  to  show  that  you  owe  him. 

In  entering  purchases  it  is  allowable  to  say  "  Am't  as  per 
Bill,"  or  "  Am't  as  per  Invoice,"  and  omit  the  detail  of  items, 
since  you  have  the  Invoice  filed  away  or  pasted,  in  a  book,  and 
can  refer  to  it  at  any  time ;  but  in  entering  sales  the  items 
should  alvHiyi  he  mentioned,  as  this  is  your  only  evidence  of  the 
transaction. 

LEDGER. 

The  Ledger  of  this  Set  differs  from  that  of  Set  I.,  in  the 
arrangement  of  debit  and  credit  entries.  Each  page  is  ruled 
in  such  a  manner  that  the  debits  are  kept  on  one  side,  and  the 
credits  on  the  other,  entirely  distinct  from  one  another.  All 
the  entries,  scattered  in  diff'erent  parts  of  the  Day  Book,  that 
affect  the  accouits  of  each  person  are  here  collected  under  his 
name,  and  so  arranged  as  to  exhibit,  in  one  place,  all  his  deal- 
ings with  us. 

The  proprietor,  George  Hairgrave,  commenced  business  with 
the  property  and  with  the  amouuts  due  him,  as  specified  in  the 
first  entry  of  the  Day  Book. 

He  therefore  credits  himself  with  the  whole  amount,  $3310, 
as  his  investment,  and  debits  himself  with  the  amount  he  owes 
Johnson.  Richard  Dawson  is  debited  for  what  is  d«K.  h-ora. 
him,  in  order  that  it  may  appear  in  his  account  in  the  Led-^r. 
John  Johnson  is  next  credited  with  the  amount  due  him.  This 
finishes  the  opening  entries,  and  the  books  are  now  ready  for 
any  transactions  that  may  take  place.  As  the  transactions  of 
this  set  are  all  of  a  simple  nature,  special  explanations  con- 
cerning them  have  not  been  considered  necessary.  The  entries 
should  be  arranged  in  the  Day  Book  just  as  they  are  givf  n. 

All  cash  transactions  are  omitted  except  tho.sc  afTecting 
the  accounts  of  persons  with  Avhom  we  have  dealings,  addi- 
tional investments,  and  the  withdrawal  of  moiiej'  for  purposes 
not  connected  with  the  business. 

The  figures  in  the  centre,  between  the  entries,  represent  the 
dates  when  the  transactions  took  place.  The  rulings  should 
always  bo  in  red  ink,  and  may  be  omitted  until  a  page  is  filled. 
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They  are  for  the  purpose  of  keeping  the  entries  distinct,  and 
thus  rendering  their  transl'er  to  the  Ledger  less  liable  to 
mistakes. 

The  hgure  in  the  left  hand  mj:rginal  column  shov\'-s  the  page 
of  the  account  in  the  Ledger,  and  denotes  that  the  entry  lias 
been  posted,  and  should,  therefore,  not  be  written  till  that  is 
done. 

Posting  is  done  as  follows  : — after  writing  the  name  of  the 
pt-rson  who  is  to  be  debited  or  credited  over  the  space  allotted 
to  his  account,  with  "  Dr."  on  the  left  and  "  Cr."  on  the  right, 
then  wiite  on  the  proper  side  of  the  account,  first  the  date, 
next  the  tiescription  or  item,  then  the  folio  or  page  of  the  Day 
Book  from  which  the  entry  is  transferred,  and  lastly  the  amount. 
After  this  is  done,  turn  to  the  Day  Book,  and  in  the  column  to 
the  left  of  the  transaction  place  the  number  of  the  page  that 
the  account  is  on  in  the  Ledger,  to  show  that  the  entry  has 
been  posted.  In  each  book  the  page  of  the  other  is  given  for 
reference  in  examining  accounts,  making  out  bills,  &c. 

When  there  are  several  items  in  the  Day  Book  entry,  in 
order  to  save  writing,  they  are  called  "  Sundries  "  or  "  Mer- 
chandise "  in  the  Ledger,  and  the  total  amount  •is  entered. 
The  items  can  be  obtained  by  referring  to  the  Day  Book. 

It  will  be  observed  that  P.  L.  Dorland  paid  his  account  in 
full  on  the  10th  of  Jan.,  when  it  was  clqeed  up.  but  having 
occasion  to  do  further  business  with  him,  the  traii^actions  were 
posted  in  the  same  account. 

After  all  the  entries  in  the  Day  Book  are  posted,  examine 
them,  to  see  that  your  work  is  free  from  error.  Then  proceed 
to  close  the  accounts.  Those  tliat  remain  unsettled  are  closed 
by  a  red  ink  entry,  writing  the  words  "  To  "  or  "  By  Balance  " 
on  the  suialler  side,  as  in  Set  I.  Accounts  such  as  Peter 
Cooper  &  Co.,  in  which  the  Dr.  and  Cr.  sides  are  equal,  are 
closed  by  ruling  up  same  as  in  exam})le. 

The  proprietor's  account  should  be  left  open  until  the  gains 
or  losses  have  been  ascertained,  and  after  the  statements  are 
completed,  the  gains  should  be  entered  to  the  credit  side,  or  the 
losses  to  the  debit  side  of  this  account.  Then  close  the  account, 
and  bring  the  balance,  which  shows  his  Net  Capital,  down  to 
new  account. 

If  the  result  of  the  business  should  be  a  loss  sufficiently  large 
to  raalc^the  debit  side  of  the  proprietor's  account  larger  than 
the  crpdit,  the  diflerence  or  balance  will  show  his  Net  Insol- 
vency. 
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SINGLE  ENTRY. 


STATEMENTS —SET  II. 


SBa/m<i^€A  o/l/ie  ^et/ae^,     fan.  3^,  /c^^'^^. 


Personal  A  ccounts  Receivable . 

Personal  Accounts  Payable. 
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SECOND  SET  FOR  PRACTICE. 

MEMORANDA  OF  TRANSACTIONS  TO  BE  RECORDED  AND  WORKED 
OUT  LIKE  THE  PRECEDING  SET. 
1877. 
Mar.     1.   A.  W.  Ponton  commences  the  Grocery  l>usiness,  in- 
vesting as  iollows  ; — Mdse,  as  per  inventory,  $2450  ; 
note  against  L.  R.  Lazier,  dated  Nov.  4,  1876,  at  6 
montlis,  for  $400  ;  Cash  on  hand,  $1000  ;  balance 
of  E.  B.  Portland's  account,  $150;  he  owes  S.   W. 
Houston,  on  account,  $200. 
'1.  Sold  S.  W.  Houston,  20  lbs.  Refined  Sugar,  at  10c. ; 
2  lbs.   Young  Hyson  Tea,  at  90c.;  2   lbs.  Oolong 
Tea,  at  90c.  ;  6  lbs.  Cotlee,  at  2Dc. 
"       3.  Sold  E.  B.  Portland,  12  half  chests  Y.  H.  Tea,  32  lbs. 
each,  at  60c.  ;  4  lbs.  CofTee  at  25c.  ;  10  lbs.  O'Xraeal, 
ai  l(t>\  ;    10  lbs.    Butter,  at  30o.  ;  8  lbs.  Cheese,  »t 
St  I2^c. 
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1877. 
Mar.    4.  Sold  C.  V.  Bogart,  2  papers  Corn  Starch,  at  15c. ;   1 
piece  Smoked  Beef,  15  lbs.,  at  15c.  ;  18  lbs.  Cheese, 
at  12|c. 
"       5.  Bought  of  R.  G.  Brown,  200  lbs.  Cheese,  ac  81^ ;  50 

doz.  Eggs,  at  10c. 
«       6.  Sold  E.  "b.  Portland,    1   bag  Hominy,  50c. ;  10  lbs. 
Coffee,  at  25c. ;  4  gals.  Cider  Vinegar,  at  35c. ;  2 
bags  Salt,  at  20c.  ;  5  doz.  Egg.s,  at  15c. 
"       8.  Sold   C.  V.   Bogart,  8  lbs.   Butter,  at  30c.  ;   5  lbs. 

Lemon  Biscuit,  at  15c. 
"       9.  Received  from  E.  B.  Portland,  Cash  on  account,  $50. 
•'     10.  Sold   S.   W.  Houston,  5  lbs.  Butter,  at  30c.  ;  1  bag 
Buckwheat  Flour,  $1.25  ;  1  box  Soap,  40  lbs.,  at 
8c.  ;   2  lbs.    Powdered    Sugar,  at  l2^c.  ;    10   lbs. 
Cheese,  at  12hc.  ;  1  gal.  Syrup,  $1. 
"     11.   Sold  R.  G.  Brown,  10  bags  Flour,  at  31.25. 
"     12.  Bought  of  C.  V.  Bogart,  20  bush.  Potatoes,  at  25c.  j 

35  doz.  Eggs,  at  10c. 
"     13.  Sold   E.   B.'  Portland,   10  lbs.  Butter,  at  30c ;  5  lbs. 
Oyster  Biscuits,  at  10c. ;  4  lbs.  Soda  Biscuits,  at 
10c.  ;  2  boxes  Cinnamon,  at  12^c. 
"     16.  S<jld  S.  W.  Houston,  1  paper  Starch,   5  lbs.,  at  8c. ; 

10  bars  Soap,  at  15c.  ;  8  lbs.  Butter,  at  30c. 
"     17.  Received  from  E.  B.  Portland,  Cash  on  account,  $25. 
"     18.  :Sold  R.  G.  Brown,  10  lbs.  Sugar,  at  10c.  ;  4  lbs.  Im- 
perial Tea,   at  $1  ;  o  lbs.  Coffee,  at  25c. ;  3  lbs. 
Chocolate,  at  40c. 
"     19.  Sold  C.  V.  Bogart,  20  lbs.  Sugar,  at  lOo. ;.  2  lbs.  Coffee, 
at  25c.  ;  4  lbs.  Oatmeal,  at  lOc.  ;  I   bag  Hominy, 
50c.  ;  1  paper  Corn  Starch,   15c. ;  3  oz.  Indigo,  at 
15c.  ;  2  iKirs  Stap,  at  15c. 
"     22.  Bought  of  R.  Gr:  Brown,  10  bbls.  Flour,  at  $8  ;  3  bags 

Oatmeal,  at  .$1.25. 
"     23.   Paid  S.  W.  Houston,  Cash  on  account.  $25. 
"     24.  Received  froai  C.  V.  Bogart,  Ca.sh  in  full  of  account, 
§3.75. 

Be-^mi,rces  not  shown  on  Ledger : — Cash  in  hand,  $1053.75  ; 
j\i erchundi.se,  as  per  inventory,  $2350,65  ;  J^oie  against  L.  R. 
Lazier  for  $400. 

The  result  «jf  th'?  Set,  pi'operlv  wntked,  is: — Ket  Gair, 
$8.w,i.05  ;  KeL  Worth  .it  closing,  $3885.05. 
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QUESTIONS  FOR  REVIEW. 

What  books  are  used  in  Set  II.  ?  In  which  book  are  the  transactions 
first  entered  ?  T.i  wiiat  book  are  they  att*.Twards  transferred  ?  Under 
what  cLrcumstauces  is  this  mode  preferable  to  Set  I.  ?  Why  ?  What 
shouhl  the  record  of  the  Day  Book  state  ?  What  transactions  are  re- 
corded in  the  Day  liook  ?  When  is  ;i  [)erson  debited  in  the  Day  Book! 
When  credited  ?  In  what  waj'  may  the  entry  of  purcliases  be  shoi-tened 
in  tie  Day  Book?  Why  is  this  allowable?  Why  may  not  sales  be 
abbreviated  in  the  same  way  ?  AVhat  is  the  object  of  the  rulings  be- 
tween the  entries  in  the  Day  Book?  What  is  meant  by  posting? 
Wherein  does  the  Ledger  of  Set  II.  differ  from  that  of  Set  1 .  ?  For 
what  purpose  is  the  page  of  the  Day  Book  from  -which  an  entry  is  taken 
placed  in  the  account  in  the  Ledger?  After  an  entry  is  posted  what 
should  be  written  iu  the  Day  Book  ?  Why  ?  When  there  are  several 
items,  what  word  is  used  to  save  space  ?  Wliat  should  be  done  as  soon 
as  all  the  entries  are  posted  ?  What  account  should  be  left  open  until 
after  the  gains  or  losses  have  been  ascertained  >  What  does  the  double 
line  under  an  account  indicate  ?  What  is  done  with  accounts  that  have 
the  debit  and  credit  sides  equal  ?  How  are  accounts  closed  that  have 
balances  ? 

The  following  questions  may  be  answered  from  the  books  and  state- 
ments : 

Which  persons  on  the  Ledger  have  balances  owing  by  them  ?  What 
is  the  total  amount  due  from  other  persons  ?  \Vhich  persons  have 
balances  owing  to  them  ?  What  is  the  total  amount  you  owe  to  other 
persons  ?  WTxat  is  the  total  amount  of  your  resources,  and  of  what  do 
they  consist?  What  is  the  am  o  ant  of  your  liabilities,  and  of  what  do 
they  consist  ?  What  is  your  present  net  capital  ?  How  ascertained  ? 
How  much  did  >  ou  invest  at  starting  ?  How  much  was  withdrawn  from 
the  business  ?  WTiat  was  the  net  iuvestmcut  during  the  continuation 
of  the  business  ?  How  are  the  gains  or  losses  ascertained  ?  How  nmch 
has  been  gained  or  lost  ?  What  entry  should  be  made  after  the  gains 
have  been  ascertained  ?  How  is  the  proprietor's  account  now  closed? 
What  does  the  balance  of  his  account  show  ?  If  the  result  of  the  busi- 
ness should  be  a  loss,  and  the  debit  aide  the  larger,  what  would  the 
balance  ahovr  't 


SET  HI.— SINGLE   ]:NTir!r. 


The  business  contained  in  this  set  is  more  extensive  than 
that  of  the  prece.iling,  iind  therefore  two  additional  books,  the 
Cash  Book  and  Hill  Book,  have  beea  intruduced  as  auxiliary  to 
the  Day  Book  and  Ledger.     The  business  is  carried  on  by  two 
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partners  during  a  period  of  two  months,  each  month  represent- 
ing, so  far  as  the  closing  of  the  books  and  the  determining  ol 
the  profits  are  concerned,  a  year's  business. 

In  business,  settlements  with  individuals  who  deal  with  the 
firm  sliould  be  made  as  often  as  practicable,  but  the  statements 
of  profits  are  not  usually  made  out  oftener  than  once  in  six 
months,  and  in  most  business  houses  but  once  a  year. 

DAY  'book:. 

The  Day  Book  of  this  set  is  kept  the  same  as  that  of  the 
preceding  set,  except  that  the  left  hand  money  colunnn  is 
used  for  the  amounts  of  those  accounts  which  are  debited, 
and  the  right  hand  or  outer  column  for  the  amounts  oi 
those  accounts  which  are  credited.  By  this  arrangement  a 
proof  of  the  correctness  of  the  posting  is  obtained. 
As  all  the  amounts  in  the  debit  column  are  posted  to  the  debit 
side  of  the  Ledger,  and  all  the  amounts  in  the  credit  column 
are  posted  to  the  credit  side  of  the  Ledger,  it  follows,  if  the 
postings  are  correct,  that  the  difference  between  the  totals  of 
the  two  sides  of  the  Ledger  will  agree  with  the  difference  be- 
tween the  footings  of  the  two  columns  in  the  Day  Book,  and 
thus  we  have  a  proof  of  our  posting. 

This  proof  is  a  verj'^  valur.ble  feature,  as  by  its  means  the 
omission  to  post  any  entry  is  easily  and  certainly  detected.  A 
post  mark  is  not  fell fiicient ;  it  shows  that  an  entry  has  been 
posted,  but  not  that  it  has  been  posted  correctly. 

CASH   BOOK. 

This  book,  here  introduced  for  the  first  time,  affords,  in  con- 
nection with  tlie  Day  Book,  a  complete  history  of  all  the  busi- 
ness transacted. 

There  are  various  ways  of  keeping  the  Cash  Book,  but  the 
following  form  is,  perhaps,  as  simple  as  any,  and  as  little  liable 
to  mistakes,  for  persons  whose  cash  transactions  are  not  very 
numerous,  and  who  are  not  scientific  accountants. 

It  contains  two  columns  for  dollars  and  cents.* 

The  amount  of  cash  on  hand  at  the  commencement  of  busi- 
ness, and  all  money  I'eceived,  from  any  source  whatever,  must 

*  The  pupil  \vill  (ibserve  that,  in  speaking  of  the  monejr  columns,  we  de- 
signate the  space  for  dollars  and  the  space  for  cents,  united,  as  but  oa© 
column. 
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be  entered  in  this  book  "  To,"  (doscribing  for  what,)  and  the 
amount  be  extended  into  the  left  liand  dollar  and  cent  columji, 
wliich  is  called  the  debit  column ;  and  whenever  money  i?. 
paid  out  for  any  purpose  whatever,  it  must  be  entered  in  thi; 
book  "By,"  (telling  what  for,)  and  the  amount  extended  intO' 
the  right  hand  dollar  and  cent  column,  called  the  cret^/i  column. 
Thus,  if  the  account  is  kept  correctly,  the  difference  between 
these  two  columns  will  show  at  all  times  the  balance  of  cash 
in  hand,  and  will  agree  with  the  actual  amor.nt  of  mone,\ 
found  in  possession  by  counting.  Any  discrepancy  must  arise 
from  error,  which  must  be  sought  out  and  rectified  before  the 
account  is  balanced.  The  credit  column  can  never  be  the 
larger,  since  it  is  impossible  to  pay  out  more  money  than  you 
receive. 

The  Cash  Book  should  be  balanced  at  the  end  of  each  week 
(or  daily,  when  much  business  is  done),  by  entering  the  balance 
of  cash  on  hand  in  the  credit  column,  in  red  ink,  to  distinguish 
it  from  sums  ]iaid  away.  When  the  Cash  Book  is  not  balanced 
daily,  an  informal  balance  .should  be  made,  and  the  result 
compared  with  tlie  cash  in  hand.  After  footing  the  columns 
and  drawing  the  lines,  bring  the  balance  down,  in  black  ink, 
entering  it  in  the  debit  column.  The  lines  should  be  ruled 
exactly  as  in  form.  They  serve  to  keep  the  new  account  dis- 
tinctly separated  from  the  old — a  inatter  of  greater  importance 
than  young  book-keepers  generally  imagine.  It  adds  greatly 
to  the  neat  appearance  of  your  book  to  begin  the  words  "  To  " 
and  "  By  "  all  upon  a  perpendicular  line. 

BILL  BOOK, 

When  several  notes  are  given  or  received  each  month,  it  has 
been  found  couvenient  to  enter  a  minute  tlcscription  of  them  in 
a  book  prepared  specially  for  that  pur})ose.  Tliis  enables  any 
particulars  concerning  tliem  to  be  seen  at  a  glance,  and  an  ex- 
amination of  the  book  will  show  what  notes  become  due  on 
atiy  day,  and  thus  timely  i)reparution  may  be  made  for  their 
collection  or  payment.  Notes  have  been  issued,  and  for  want 
of  such  a  record  their  existence  hns  been  forgotten,  until  gn-at 
inconvenience,  and  even  loss,  has  been  the  result.  All  neces- 
:sary  explanations  are  made  by  the  headings  of  the  different 
columns. 

TiiK  Invoice  Bdok  is  not  given,  as  it  is  considered  too  sim- 
ple to  require  tjxplanation.     lu   some   hou.sc.s   the  invoici's  of 
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goods  purchased  are  copieii  into  tliis  book ;  others  pastf  the 
invoices  in  a  large  hook  for  the  pnipos«;  while  otliers  l^eep  <\u- 
invoices  on  hie  until  the  end  of  the  month,  and  then  fold  then) 
neatly,  and  after  writing  the  name  of  the  person  from  wliom 
purchased,  the  date  and  the  amount  on  the  back  of  each  invoice, 
tie  them  up  in  montldy  packages. 

Tub  Inventory  Book  is  used  for  taking  an  account  of  the 
value  of  property  owned  by  you.  at  any  time,  in  order  that  you 
may  use  it  in  estimating  your  net  capital,  net  gains,  &c.  Tb.e 
quantity  and  estimated  value  of  each  article  are  given.  Tlie 
list  may  fill  several  pages  ;  but  as  it  is  very  simple,,  only  a  few 
items  are  enumerated. 


INSTRUCTIONS  FOE  WRITING  UP  SET  III. 

An  account  is  kept  with  each  partner  separately,  and  he  is 
credited  with  what  he  invests  in  the  lousiness,  and  is  charged 
with  all  debts  assumed  by  the  firni  for  liim,  and  all  .sums  wh.ich 
he  withdraws.  He  is  credited,  when  the  books  are  closed, 
with  his  share  of  the  gains. 

The  books  are  opened  by  inaking  the  entries  in  the  Day 
Book  to  the  debit  and  credit  of  each  partner,  and  to  the  debit 
of  A.  R.  Siracoe  and  Peter  Grey,  and  to  the  ciedifc  of  R.  J. . 
Bruce,  Edward  Huron  and  J.  H.  Lambton,  whose  accounts 
have  been  assumed  bj'  the  firm  ;  entries  are  also  mp.de  in  tht? 
Cash  Book  of  the  cash  invested,  and  in  the  Bill  Book  of  Notes' 
Receivable  on  hand  and  of  Notes  Payable  outstanding.  The  list 
or  inventory  of  merchandise,  material,  tools,  &c.,  is  not  given, 
but  in  actual  business  it  should  be  made  out  and  carefully 
preserve.!. 

Care  should  be  taken  to  place  each  amount  in  its  proper 
column  in  the  Day  Book,  in  order  to  avoid  errors  and  trouble 
in  balancing.  After  the  entries  are  made  in  the  difTerent  books 
for  April  1st,  then  enter  the  transaction  that  occurs  on  the  3rd, 
and  thus  proceed  with  each  succeeding  date,  entering  the  trans- 
actions ill  the  Day  Book,  Cash  Book  and  Bill  Book,  as  may  be 
lequired,  in  the  date  and  order  of  their  occurrence.  This  will 
give  a  much  lietter  knowledge  of  the  transactions  than  if  only 
one  book  is  written  up  at  a  time. 

Be  careful  to  make  all  the  extensions  and  additions  correctly, 
U!ul  also  to  count  the  time  whpr  the  note.s  mature,  before  enter 
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ing  them  in  the  Bill  Book.  The  ti)ree  clays  of  grace  are  always 
Inchidcd  in  fimliiig  the  date  when  a  note  falls  due. 

Open  the  partners'  accounts  first  in  the  Ledger,  and  let  all 
the  other  accounts  foHow  them  in  regular  order.  Not  more 
than  tliree  accounts  should  be  opened  on  a  page.  The  posting 
is  the  same  as*  in  Set  II. 

When  the  posting  is  finished,  add  the  columns  in  the  Day 
Book,  if  not  already  added,  and  carry  the  footings  of  the  pages 
forward  in  the  manner  shown,  until  the  end  of  the  month. 
Also  make  out  the  statements  as  shown  at  the  end  of  the 
montli  of  April.  Compare  the  difference  between  the  totals  of 
the  debit  and  credit  balances  of  the  Ledger,  with  the  difference 
between  the  totals  of  the  debit  and  credit  columns  of  the  Day 
Book  ;  and  if  they  are  not  alike,  diligently  search  for  the  error 
until  it  is  found,  and  then  make  the  necessary  corrections. _ 

After  the  postings  have  been  found  to  be  correct,  make  out 
the  statement  for  April,  looking  to  your  own  work  for  the 
balances  of  the  Ledger,  for  the  amount  of  cash  on  hand,  and 
for  the  notes  receivable  and  payable.  The  inventory  will  be 
found  at  the  end  of  the  Day  Book.  The  gains  are  ascertained 
and  entered  as  in  the  preceding  set. 

Before  commencing  the  second  month,  add  the  gains  of  the 
first  month  to  the  difference  between  the  debit  and  credit 
columns  of  the  Day  Book,  and  place  the  sum  in  the  credit 
column  of  the  Day  Book  for  May,  in  order  to  make  the  excess 
of  credit  on  commencing  this  month  equal  to  that  of  the 
Ledger. 

1^^  A  statement  showing  the  result  of  the  whole  Set  is 
given  at  the  end  of  the  month  of  May.  The  pupil  is  obliged 
to  depend  entirely  upon  himself  in  entering  tiie  transaction.s  of 
this  mouth.  The  work  when  properly  performed  will  agree 
with  the  results  jjiveu  in  statement. 
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The  following  items  of  Cash  received  and  paid  at 
different  times  do  not  appear  in  the  Day  Bock, 
because  tliey  are  not  to  be  debited  or  credited  to 
any  personal  account,  but  they  must  be  entered  in 
the  date  and  order  of  their  occurrence  in  the  Gash 
Book. 
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CASH  COOK.- SET  III. 
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FORM  OF  BILL 


1 

i    ^^^-   ;       Payer, 
jreceived.  i            •' 

In  -whose 

For  what 

Where 

Date  of 

favor. 

received. 

payable. 

note. 

6 

/ 

QJlf/iiJ  t 

J:  Jitn^A 

^^.^aMiiffi 

Qjf^vedl. 

oJiMrt.SB^ 
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To  whom 
given. 


In  whose     ,  For  what 
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BOOK. -SET  III. 


■QTlcleiuadie. 


When  due 
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to  run. 
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SJO  00 
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INDEX   TO   THE    LliDGER. 


This  is  a  small  book,  or  space  ruled  in  the  Account  Book, 
in  which  are  arranged,  in  alphabc^tical  order,  the  names  of  all 
accounts  in  the  Ledger,  together  with  the  pages  on  which  such 
accounts  are  entered. 

The  object  of  keeping  it  is  to  enable  us  to  refer  readily  to 
accounts  in  the  Ledger.  Whenever  we  open  an  account  in  the 
Ledger,  we  enter  the  name  of  the  account  and  the-  number  of 
tlie  page  in  the  Index.  If  an  account  should  be  transferred  to 
another  page,  a  red  line  should  be  ruled  through  the  figures  of 
tiie  old  page,  and  the  number  of  the  new  page  placed  in  the 
Index. 

In  real  business  the  Index  generally  has  a  page  allotted  to 
each  letter.  The  following  illustration  will  be  sufficient  to 
explain  how  it  is  kept : — 
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STATEMENT.— SET  III. 


PROOF   OF   POSTING. 


JFeJ^ei  Ma/cmcc6,  ^/iu/ 30l/i,  ^^^/^/. 


Personal  Debtors. 


&.    qJT.    Q/'ion/etiac 
^   Ojf.    We//anJ 


Personal  Creditors. 
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BOOK-KEEPING. 


Memoranda  of  Hastings  &  Durham's  business  transac- 
tions DURING  THE  MONTH  OF  MaY,  TO  I5E  RECORDED  AND 
WORKED    OUT   SAME  AS   PRECEDING   MONTH.  * 


Before  recording  the  transactions  of  this  month  enter 
the  difference  between  the  debit  atid  credit  side  of  the  1  )ay 
Book  for  the  last  month  and  the  gain,  added  together,  which 
amount  to  $12208,  in  the  credit  column,  as  explained,  before 
commencing  the  Set. 

1S77. 
May    1.  Bought  of  D.  S.  Elgin  &  Co.,  Bill  of  Lumber,  amount- 
ing to  $120.50  ;  Paints,  Varnishes,  &c.,  as  per  Bill. 
$30.40. 

"  2.  Sold  T.  K.  Frontenac,  1  Rosewood  Tete-a-tete,  $40  ;  1 
Gothic  Mahogany  Bedstead,  $18.50  ;  G  Carv«-d  Ma 
hogany  Chairs,  at  $4.50.     Cash  sales  this  day,  $75.40. 

*♦  3.  Sold  J.  H.  Lambton,  1  Mahogany  Buitau,  $16  ;  1 
Black  Walnut  Centre  Table,  $15  ;  1  pair  Ottomans, 
$10;  1  Stuffed  Back  Chair,  B.  W.,'$  12.75.  Cash 
salts  this  day,  $120. 

"  4.  Sold  T.  M.  Welland,  1  Double-leaf  Secretary,  $30  ;  8 
Kitchen  Chairs,  at  50c.  Paid  our  Note  favor  of  A. 
Ging,  $350.  J.  H.  Lambton  has  returned  the 
Bureau  bougiit  on  the  3rd  inst.,  it  being  too  large 
for  room,  for  Avhicli  we  give  him  credit,  $16.  Casli, 
sales  this  day,Ml&OAO. 

"  6*  A.  R.  Simcoe  paid  on  account  Cash,  $125.  Sold 
Edward  Huron,  3  Cherry  Wash-stands,  at  $3  ;  2 
Looking-glasses,  at  $4.50.  Paid  for  Cleaning  Store- 
room_,  $3.  Cash  sales  this  day,  $45  25. 
6.  Sold  Peter  Grey,  1  Hat-stand,  Maiiogauy,  $12.50. 
Paid  Men's  Wages  for  week,  $40.50.  Cash  sales. 
$75.35. 
8.  Bought  from  George  Young  &  Co.,  on  our  Note  at  3 
months,  Merchandise,  as  per  Bill,  $450.50. 

Note. — As   no  personal  account  is  affected  by  this 
ti'ansaction,  it  is  merely  entered  in  the  Bill  Book. 

".  ""  Sold  R.  J.  Bruce,  3  Mahogany  Arm  Chairs,  at  $4.25. 
^  Cash  sales  this  day,  $137.40.  Peter  Cooper  paid  liis 
'  Kute  of  April  4ti),  $20. 


ROOK-KEEPINQ. 

18G7. 

ivlay  10.  Sold  D.  S.  Elgin,  1  Hail  Stand,  $5.50  ;  G  Parlor  Chairs, 
at  $4.25  ;  f  riano  Stool,  $10.  Received  from  A.  R. 
Simcoe  his  Note  at  1  month  for  $50.  Paid  for  Post- 
age Stamps,  $  1 .50.     Cash  sales  io-ilay,  $1 70. 1 5. 

"  11.  Sofd  Peter, Grey,  10  Stuffed  Arm  Chairs,  at  $10  each  ; 
12  Carved  Pi.  VV.  Centre  Tabh-s,  at  $30  each-  Re- 
ceived his  Note  at  2  months  for  $200.  CHash  sales, 
$170.00. 

"  12.  Received  from  A.  Simcoe  Cash  for  his  Note  of  April 
9th,  $28. 

"  13.  Received  from  A.  R.  Simcoe,  Note  against  John  Long, 
dated  the  ith  inst.,  at  3  niuiifchs,  for  $100.  Sold  T. 
K.  Frontenac,  1  complete  Parlor  Set,  $150.  Received 
in  part  payment  Wm.  AVilson's  Note,  dated  Jan. 
14th,  at  4  months,  fur  $100.  Received  from  F.  M. 
Welland,  on  account,  $25.  Cash  sales  this  day. 
$134.20.     Paid  Workmen's  Wages  in  cash,  $56.50. 

"  15.  Sold  A.  R.  Simcoe,  4  doz.  Cane-bottom  Chairs,  at  $14  ; 
6  doz.  Carved  Mahogany  at,  'Ir-S.  Received  in  part, 
payment  his  Note  at  1  month  for  $100.  Cash  salci 
/o-f%,  $190.70. 

"     17.  Sold  R.  J.  Bruce,  1   Corner  Stand,  $12.50;  1  French 
Bedstead,  B.  W.,  $18.50.     Received  in  part  pay- 
ment cash  $20.     Wm.  Wilson  paid  his  Note  due 
to-day,  $100.     Cash  sales,  $215.  • 

"  19.  Borrowed  from  Edward  Huron,  Cash  $5  account,  $5. 
Bought  of  A.  E.  Long  &  Co.,  Merchandise,  as  per 
Bill,  $425,  for  which  we  gave  our  Note  at  1  month. 
Cash  sales,  $67.40. 

"  20.  Sold  D.  S.  Elgin  &  Co.,  Extension  Dining  Table,  $45, 
and  received  in  part  payment  Cash,  $25.  Paid 
Workmen  cash,  $64.70.     "Cash  sales,  $110.40. 

"  22.  Received  from  F.  M.  Welland,  an  Order  on  R.  J. 
Bruce  for  $20,  which  Mr.  Bruce  accepts,  and  placet* 
to  our  credit. 

Note. — Credit  F.  M.  AVelland  with  the  amount  ot 
Order,  as  you  received  it  on  his  account,  and  debit 
Mr.  Bruce. 

"  "  Received  from  Edward  Huron,  Cash,  $5.  Paid  foj- 
sundry  expenses — ro.st;ige,  $2.25  ;  Advertising, 
$15.60  ;  Ciirting  and  PiUng  Lunil)er,  $4.  Cash 
Mies,  $61.70. 
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1877. 
May  24.   Sold  F.  M.   Wellan.l,    3   Patent   Pivot  Chairs,  at  $8 
E.eceived  iu   ])art  payment,  Kotn  against  R.  Camp, 
dated  Feb.  4th,  1877,  at  4  mouths,  for  $15.     Cash 
sales  this  day,  $137.20. 
"     25.  R.   J.    Bruce  returned  the  f^rench  Bedstead,    B.  W., 
$18.50,  purchased  on  the  17th  inst.,  for  which  we 
give  him  credit ;  and  sold  liim  instead,  1  Sofa  Bed- 
stead, Patent,  $40.     Cash  sales,  $20. 
"     2G.  Gave  E.  Huron  our  Note  at  3  months  for  $17,  in  se't- 
tlement  of  account.      G-ave  .  M.  Welland, 

an  Order  on  T;  K.  Frontenac  for  $6.90. 
Note. — This   transaction   necessitates    two   entries. 
Charge    Welland  with  the  amount  of  tlie  Ordei. 
and  credit  Frontenac. 
"     29.  Gave  D.   S.   Elgin  our  Note  at   1    month   for   $50". 
Bought  of  Jones,  Smith  &  Co.,  Merchandise,  as  per 
Bill,  ."$500.     Gave  in  payment,  Peter  Grey'.^  Note  ol 
May  ilth,  for  §200,  and  our  own  Note  at  3  months 
for  the  balance,  $300. 


Inventory  of  effects  on  hand,  May  31st,  1877. 

Merchandise,  as  per  Inventory  .  -  .  -$5100  00 
Materials  and  Unfinished  Work  -  -  .  .  3.^)00  00 
Tools  and  Implements  ----..  575  00 
Store  Fixtures        -        .        -        -        .         -        -       150  50 
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BOOK-KEEPING. 
QUESTIONS  FOR  REVIEW. 

S^L  m  an     l^^^lS^frof  ::;r  pi-ix^  debits  .u  one  cilSnli';!;:! 

'reetly  posted?   What  d^tL^ D^y  Ck  atrCasfpc-ok"''^' ^^^  '^^^r'" 

hLstory  of?     What  is  tlie  Cash  Book  a  cWk  a^tst  v    lln^f  ■"ir^'  '^'/ 

colurau  used  for,  and  wliat  thp  vi,^h<-  9    \vv^  7  against  .'     \\  hat  is  the  h^ft 

the  footings  of  the  ti:^;;:to^'f  ma^xS:  f  l£"?F'^  '''T'' 
not  agree  with  the  cash  on  hand  ?  How  often  is  the  Cash  Pff  **°'^ 
ni  this  Set  ?  What  is  the  use  of  the  PHI  R  i  ,  ^vX.  .  ,'"'^^  bahmced 
to  know  when  notes  mature^   How  .,  -"^  "     ^^^^^  advantage  is  it 

does  the  Inventory  Brkcontahi'  ^^^^"''^''^'1'"*"^^  "''  ^'^P^  ^  ^^'^^^ 
tered  m  the  Index^  How  ^re  the  Soks^^'^f  f.^^V^"'^^"^^^^^  ^«  «"" 
advantage  is  gained  bv  enterfn.    H,.  f  .*^''   -^^^  opened?     What 

eachda;])efofeSn.\n?eXto  th^"'^^^^^^^^  !"  ^^^  '^^  b"«'<«  f«r 
are  first  opened  in  the^S^! /^  How  1^^^  °f  '^7  '  ^^'^^^  ^^^^"""^^^ 
What  is  ione  in.naediateSy^fter  ^oZl^'^'^^^.tiiSiT'^  ''''Tf  " 
commencing  the  second  m„nth    ,n  ^.T^  I         ^lat  snouid  be  done  before 

the  Day  Rfok  e.^aUo^hr  of'tirL:;;^e?  "^^^  *'^  ^^^'^^^  °^  ^-^^^  "' 
_^^  The  following  .uestiona  to  be  answered 'from  the  Ledger  and  State- 

What  persons  owe  the  Firm  at  the  Pn^  «f  +1,^  ^4. 
much  ?    AVhom  do  the  Firm"  ve,  aud  how  mth  '     WhT'^V^  1  ■?.•'" 
cnce  between  the  total  debit  and  credit  hll.^,p7 If  +1       r     f  *^^  ^''^^'•• 
.  list  of  the  resources  of  the  Km      Of  lat'do  the  tlif-/^''"    ^^^° 
What  is  the  net  capital,    and  how  found^'     TTn^.         1     r*5^',''''"='''*  • 

mvest?^  What  is  th'e  Film's  nergTinTnd•howLnr;^^tt"  "'"'^ 
partner's  net  capital  at  closing  ?     How  found  '     Whnf  1        , ''  ^"""^ 

credit  of  each  partner  before  ^closing  his  iScount  WiL^-"';;^  '?J^' 
ence  between  the  debit  and  credit  sides  of  th?T  1 1  wu^  ^^''^  *'''^'''- 

second  month  ?  Of  what  do  the  as  es  an  1  .h,M  v  ^'''"  ''^  *^"  "^^^  °*"  *''« 
the  net  capital   of  the   Firm  ?     WlS   ,  '     ,  '    p^^^  ^h^t  is 

..  each  partner's  net  capitafat  til  dos^of  this'^^^rthT'  ^"'^-     "^'^^^ 
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teJ^'T^''^  ;f "  '^'^  ^^f  to  read  a,^^.in  the  introductory  chan- 
teis.     i'rom  the  genera   vew  there  f^ivcn   nf  ^b^    •   p  ' 

which  a  set  of  account.  .I„,„,,,  ft^JLCe  Mi  able 'wt™ 
.an  opinion  as  to  how  far  Single  Entrv  accomi.lL  ef  if  H 
wi  1  i-emembor  that  a  con,„l«e's.t  of  alcoi  Z  u\'„',h  ^e' 
iinc  the  present  Financial  State  of  the  Bus  nes,  ht 
Bhomng  the  Assets  and  Liabilities,  and  d.,.  t"l  "Thow 
•i.s  condition  has  been  brottsht  about,  i^lv^:! 
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tlie  Original  Capital,   and  the  various  subsequent  Gains  and 
Losses. 

If  he  will  open  to  the  example  of  connected  accounts  (pages 
19  to  29),  he  will  see  that  JSiugle  Entry,  so  far  as  the  Ledger 
is  concerned,  does  not  meet  even  the  first  requirement.  For 
(leavuig  out  pf  consideration  the  proprietor's  Capital  Account) 
it  siiows  only  the  debts  owing  to  us  and  by  us  on  personal 
account ;  that  is,  debts  owing  to  us  for  which  we  have  not  I'e- 
ceived  others'  notes,  and  debts  owing  by  us  for  which  we  have 
not  given  our  notes.  This,  however,  is  compensated  for  in  Set 
IIL,  by  intruducing  the  Cash  Book  and  Bill  Book  ;  so  that, 
taking  them  in  connection  with  the  Single  Entry  Ledger,  we 
liave  the  material  for  finding  all  the  Assets  and  Liabilities,  ex- 
cept the  asset  of  unsold  merchandise,  which,  in  most  oases, 
will  have  to  be  found  in  either  system  by  actual  taking  ot 
stock. 

But  in  reference  to  the  second  requirement,  ilie  only  element 
he  has  is  the  Original  Cavital,  as  shown  in  the  proprietor's 
Capital  Account ;  he  lias  nothing  to  show  how  much  has  been 
gained  or  lost  on  sales,  and  what  incidental  expenses  have  been 
incurred.  If  he  had  also  a  statement  of  the  cod  of  the  goods 
pui'chased  and  th^  proceeds  from  sales,  and  one  for  the  expenses, 
he  would  have  all  the  data  necessary  for  meeting  the  second 
requirement.  He  would,  in  fact,  then  have  all  the  data  whicn 
Double  Entry  supplies,  although  not  contained  between  the 
two  Ijacks  of  the  sann.'  book — the  Ledger.  His  Casli  Book 
corresponds  to  his  Cash  Account  in  Ledger  ;  his  Bill  Book  to 
his  Bills  Receivable  and  Bills  Payable  accounts  ;  his  statement 
of  the  cost  and  proceeds  of  merchandise  to  Merchandise  Ac- 
•count ;  and  his  statement  of  incidental  expenses  to  Expense 
Account. 

He  will  have  no  difficulty  in  seeing  that  if  he  has  the  means 
of  ascertaining  the  present  state  of  alfairs  by  two  methods  so 
nearly  independent  of  each  other  as  these  are,  he  possesses 
strong  evidence  of  the  accuracy  of  his  books.  Nor  will  he  be 
islow  to  perceive  the  advantage  arising  from  being  al>le  to  com- 
pare his  gross  profits  with  his  expenses,  so  that,  if  need  be,  he 
may  either  increase  the  former,  or  curtail  the  latter.  Now, 
Double  Entry  does  this  in  so  systematic  a  manner,  and,  under 
pro])er  arrangements,  \vith  so  little  labor  adiiitional  to  that 
required  in  Set  IH.,  that  we  may  well  wonder  that  any  business 
man  should  begrudge  that;  little  extra  labor,  ia  view  of  the 
advantages  he  will  thereby  secure. 
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We  are  now  about  to  introduce  the  pupil  to  the  more 
perfect  system  of  Book-keeping  by  Double  Entry.  We 
trust  he  will  still  continue  to  keep  the  end  he  is  aiming  at  in 
view.  If  he  does  so,  and  pursues  his  work  in  a  philosophic 
spirit,  we  have  no.  doubt  he  will  be  able  to  endorse  the  words 
of  Jackson,  an  old  author  of  a  very  excellent  work  on  this  sub- 
ject : —  "  It  is  a  science  whose  principles  are  so  simple  and  solid  ; 
its  conclusious  so  natural,  evident  and  certain  ;  and  the  sym- 
metry of  its  several  parts  so  complete  and  harmonious,  that, 
the  very  speculation  is  no  less  pleasing  than  the  practice  is 
profitable." 


CHAPTER  VII. 

BUSINESS    FORMS. 


An  acquaintance  with  the  forms  of  business  papers  in  gene- 
ral use  is  indispensable  to  every  one  who  would  master  the 
Science  of  Accounts.  Not  only  should  their  nature  and  use  be 
fully  understood,  but  the  ability  to  make  them  out  readily  and 
correctly  should  be  acquired.  For  this  reason  the  pupil  should 
study  and  copy  the  following  Forms,  which  are  among  those 
most  used,  until  he  can  write  them  out  readily  without  referring 
to  the  book. 


RECEIPTS. 

A  Receipt  is  an  acknowledgment  in  writing  of  having  received  a 
certain  sum  of  money,  or  other  valuable  coiisideratiou. 

When  a  payment  has  been  made,  a  receipt  shoidd  be  taken  as 
proof  of  the  payment.  It  may  not  in  all  cases  be  necessary,  but 
when  important  interests  are  involved,  nothing  should  be  left  to 
uncertainty,  if  it  can  so  easily  be  avoided.  A  Receipt  often  saves 
misundergtandings  and  loss  of  friends,  as  well  as  loss  of  money. 
Receipts  should  he  carefully  pi'eserved,  as  many  instances  have 
occurred  in  which  claims  have  been  presented  after  they  were  paid. 
When  not  written  in  a  book  specially  jirepared  for  tlie  purpose, 
tlioj'  should  be  kept  in  a  place  of  security,  so  that  they  may  be 
readily  produced  if  needed. 
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RECEIPT   FOK   PAYMENT   ON    ACCOUNT. 

Toronto^  Ont.,  Jan.  1st,  1877. 
Received  from  W.  H.  Yourex  Fifty  Dollara  on  account. 
§;00.  E.  SCARLETT. 


EBCBIPT   IN    FDXL    OF   ACCOU^'T. 


Belleville,  Jan.  1st,  1877. 
Received  from  W.  R.  Ross  Seventy-five  Dollars  in  full  of  account 
to  date. 
$75.  CHAS.  ADIN. 


RECEIPT   IN    FULL   OF  ALL   DEMANDS. 

Napanee,  Jan.  Ist,  1877. 
Received  from  Henry  Btos.  One  Hundred  and  Fifty  Dollars  in  full 
of  all  demands. 
$150.  J.  A.  ERASER 


EECBIPT   FOB  A  PARTICULAR   BILL. 

Kingston,  !Qec.  1st,  1876. 
Received  from  Beatty  &  Wallbridge  Five  Hundred  Dollars,  in 
payment  for  a  bill  of  groceries  of  this  date. 

J.  CARRUTHERS. 


RECEIPT  FOR  BORROWED  MONEY  (oR  BORROWED  MONET  DUE  BILL). 

Picton,  Jan.  1st,  1877. 
Borrowed  and  received  from  John  S.  Miller  Four  Hundred  and 
Fifty  Dollars,  which  I  promise  to  pay  on  demand,  with  interest. 
$450.  B.  BORROW. 


BBCMPT   FOR  SERVICES. 


Hamilton,  Dec.  1st,  1876. 
Received  from  Geo.  Wallbridge  Forty-seven  Dollars,  in  full  for 
services  to  date. 
$47.  0.  PAYMAN. 


EECEIPT    KOIl   A   NOTE. 


London,  Dec.  4th,  1876. 
Received  from  J.  B.  Ashley  his  note  of  this  date,  at  four  months, 
for  Five  Hundred  Dollars,  in  full  of  account  rendered  to  1st  inst. 
$500.  G.  C.  HOLTON  S  GO 
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RECEIPT   FOR  RENT. 


IMontreal,  Dec.  Ist,  1876. 

[Received  from  P.  C.  "West  &  Co.,  One  Hundred  and  Twenty  Dol- 
lars, in  full  for  one  quarter's  rent  of  store  No.  96  McGill  Street ; 
due  20th  ult. 

$120.  K  HARBISON. 


RECEIPT   FOR   INTEREST   DUE   OH   MORTGAGE. 

Toronto,  Dec.  5th,  1876. 
Received  from  Robert  Smith  Twenty-nine  I'xKf  Dollars,  in  full  ff)r 
six  months'  interest  due  this  day,  on  his  mdrtgasce  to  me,  bearing 
date  Dec.  6th,  1873,  for  Five  Hundred  and  Ninety  Dollars, 
eo 
TUH- 


$29  A%.  S.  G.  BEATTY. 


RECEIPT    FOR   PAYMENT    BY    THE    HAND    OP   A   THIRD   PARTY. 

Halifax,  Jan.  1st,  1877. 
Received  from  .John  Jones,  by  the  hai^d  of  R.  Howe,  Fifty  Dol- 
lars, in  full  of  his  account. 

WM.  B.  DEAN. 


INDORSEMENT  OF  A  PARTIAL  PAYMENT  ON  A  NOTE. 

Bowmanville,  Jan.  1st,  1877. 
Received  cm  account  of  the  witliin  note.  Forty-five  Dollars. 
$45.  J.  a.  MLLLER. 


AGENT  S    RECEIPT. 

Brantford,  Sept.  1st,  1876. 
Received  from  M.  L.  Perkins,  Two  Hundred  Dollars,  to  apply  or. 
his  account  witli  C.  P.  Stanwood. 

$200.  A.  L.  HOWABD,  Agent. 

BILLS  AND  INVOICES. 

A  Bill  of  Goods  is  a  written  description  of  the  quantity  and  price 
of  goods  sold,  with  the  time  or  date  of  the  transaction,  and  the 
names  of  the  purchase  f  and  seller. 

An  Invoice  is  a  full  account  of  lierchandise,  in  which  the  marks, 
numbers,  contents,  and  value  of  each  package,  together  with  all 
charges,  are  described. 

When  any  tiling  is  purchased  of  atiother,  oris  to  be  charged  in 
account,  it  is  well  to  take  a  Bill  for  it.  The  Bill  will  be  a  reminder 
to  make  the  proper  entry  in  the  books  concerning  it,  and  will  also 
serve  as  a  VDUcher  for  items,  prices,  &c.  Even  when  cash  is  paid, 
the  Bill  is  frequently  needed  for  reference. 

Invoices  are  usually  pasted  in  a  bo<.>k,  or  neatly  folded  and 
marked  on  the  back  with  the  name  of  the  person  from  whom 
bou<4ht,  the  date  and  the  amount,  and  then  piit  up  in  monthly 
packages  for  safe  keeping, 
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1.    BILL    NOT   RF.CEri'TED. 

ToKONTO,  January  1st,  1877. 
Mr.  CHAKLES  D.  PUTNAM, 

Bought  of  Wm.  L.  Brown  &  Co, 


5  yds.  Black  Silk 

4     "         "     Broadcloth 
20     "    Factory  Cottoji 
15     "    Cauton  Flannel 


at  |2  00 

"     4  00 

10 

'*        25 


$io;oo 

16  00 

2  00 

3  7.-) 


$31 


Mr.  W.  A.  ROBLIN, 


2.   BILL   RECJBIPTED. 

Cornwall,  Nov.  ]<st,  1876. 
To  Conger  Bros.  Dr. 


« 
To  10  yds.  Canihric 
"20     "    Gingham 
"     5     "    Broadcloth 
"     2  doz.  Spools  Thread 

Becei/ved  vavmen 

at  $0  15 
"     0  30 
"     4  00 
"    0  50 

t. 

$150 
6  00 

20  00 
100 

$28|50 

CONGER  BROS. 

Should  the  above  Bill  be  receipted  by  a  clerk,  his  own  name 
should  be  signed  under  that  of  the  firm,  with  the  word  "per" 
placed  before  it. 


3.    ITEMS   of   an   account. 


Mr.  J.  A.  MOORE, 


To  Robertson  &  Henry, 


De. 


1876. 

July 

] 

(( 

10 

Aug. 

4 

Sep. 

1 

Oct. 

6 

To  4  yds.  Broadcloth 
"  3  "  Can.  Tweed 
"  1  Vest  (Broadcloth) 


Cr. 

By  Cash 
6    "  Order  on  A.  B.  Clark 

Balance  due 


at  $5  00 
•*     1  50 


$20  00 
5  00 


$20  00 

450 
'  5  50 


25 


Settled  by  Note,     . 

ROBERTSON  S  HENRY. 
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4.    MONTHLY    8IATBMBNT. 

Toronto,  Jan.  Ist,  1877- 


Messrs.  SMITH  &  JONES, 

To  SiNCLXiB,  Jack  &  Co. 


Dk. 


1876. 
Nov. 


liTo  Mdse,  as  per  Bill  rendered  at  3  mos. 
28  "        "  '•  "  SOdaya 


$100  20 
I  500  00 
j  400J00 

jl00<)|20 


mYOICES. 

L   DOMESTIC   INYOICSS. 

Sales  A. 
Folio  325. 

Sold  by  J.  Wilson.  Montkeai,,  Oct.  28th,  1876. 

Messrs.  JONES  &  BROWN, 

Belleville,  Ont. 

Bought  of  Sinclair,  Jack  &  Co., 
Forwarded — G.T.R.    Importers  and  Wholesale  Dealers  in  Groceries. 
(Terras — Note  at  4  mos.) 


1  6 

5 

Hlf.  chests  Tea  (Y.  H.),  "  S.  J.  &  Co.,  14" 

1 

78,    1  4.    73.     )  4.    74,    14.    3B9! 
7  5,    15.    69,    13.                             70 

299  72: 

^21528 

e 

9 

4 

"               Gunpowder,  "  Chinaman  " 

1 

1 

8  3,    16,    8-2,    1  .'>,    33  1 
85,    16,    81.    1  5.        60 

27180 

216'80 

10 

4 

Bags  Coflfee,  Java,  "A.  B." 

1 

128,    4       115,4       494 
13  1,4       130.    4          16 

478  24 

114  72 

1  5 

2 

"           Laguyra,  "  C.  T." 

228 
113.   4      116.  4            8 

220  181 

39  60 

5 

Boxes  (lOc.)  Laundry  Soap,  GO  ea. 

300  07 1 

2100 

4 

Doz.  B.  L.  Brushes,  ^-f^      ^^-^ 
Cartage 

K  J. 

1100 

25 

$614  37 
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2.    FORKIGN    INVOICE. 


Glasgow,  5th  Aug. ,  1 876. 
Invoice  of  one  Package,  marked  and  numbered  as  per  margin, 
shipped  as  per  liibmidan  S.  S.  frcjm  Glasijuiv,  for  and  on  account  of 
Messrs.  O.  G.  Hulton  ch  Co.,  Toronto,  Canada.  ■ 

Bought  of  ARTHUR  &  CO. 

London  Warehouse,  Old  'Change.  \         G.  C.  H.  &  Co.         No.  238. 
Bradford  Warehouse,  Grange  St.  )  T. 


1 

4 

Pc8  Check  Wincey 

£     8. 

! 

d.     £   8.    d. 

56i  ^„  57* 

228 

6 

5  14 

0 

2 

4 

"           "      56^,  57,  58,  59 

230* 

VI 

7     8  lOIII 

3 

1 

"    Shepherd 

50* 

8 

1  13 

8  i 

4 
30 

2 
6 

5U,  54 
"   All  Wool  Tartan, 

105^- 

9i 

4    3 

6 

oq       3         8 
^''■>    391)    40 

237^ 

13^ 

13    7 

2 

35 

6 

"   Clan  Serge, 

^^'    4,0'    42)    '^^ 

246 

IGf 
161 

'l7    3 

4* 

1 

"   Super  " 

m 

i  2  19 

0 

Box  and  Cartage 

15 

6 

£53    5 

ORDERS. 

An  Order  is  a  \fritten  request  to  deliver  or  pay  goods  or  money 
tfA  account  of  the  person  signing  the  request.  The  signature  is  a 
voucher  that  the  signer  gave  the  order,  and  that  he  is  responsible 
for  the  payment  of  what  is  ordered.  When  an  Order  is  received 
and  accejited,  an  entr)-  should  be  made  charging  the  signer  ;  and  if 
the  Order  is  for  the  benefit  of  a  third  party,  it  is  well  to  mention  in 
the  entry  the  name  of  tlie  person  to  whom  the  goods  or  money  is 
delivered.  The  Order  should  be  kept  until  settlement  is  made,  as 
it  is  a  confirmation  of  the  charge. 


OBDEK   FOR  OiODS. 

Montreal,  Jan.  Ist,  1877. 
Messrs.  Page,  West  &  Co. 

Gentlemen, — Please  deliver  to  A.  L.  Cathcavt,  or  Bearer,  Fifty- 
seven  Dollars,  in  goods  from  your  store,  and  charge  to  the  account 
of  B.   G.  SANDERti. 

$57. 
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ORDER    FOB   MONET. 

Toronto,  Jan.  2nd,  1877. 
Mr.  W.  J.  Gage. 

Please  pay  to  A.   H.  Jones,  or  Order,  One  Hundred  and  Ten 
Dollai-s,  and  charge  the  same  to  my  account. 

$110.  PETER  COOPEE. 


DUE   BILLS. 

A  Due  Bill  is  a  written  acknowledgment  of  a  debt.  When  it  is 
intended  that  a  Due  Bill  should  be  paid  at  a  dcfijiite  time  in  the 
future,  the  date  of  payment  should  be  specified. 


DUE    BILL  FOR   MONEY. 


Hamilton,  Jan.  9th,  1877. 
Due  Samuel  Clare,  for  value  received,  One  Huadrod  Dollars. 
$100.  GEO.  H.  CAMP. 


DUE    BILL    FOR   GOODS. 


Kingston,  Jan.  3rd,  1877. 

Due  Sanford  Farmer,  Twenty  Dollars  in  goods  from  our  store. 

$20.  ROSS  <&  BAIN. 


PROMISSORY  NOTES. 

A  Promissory  Note  is  a  written  promise  to  pay  imcondltionally,  and, 
at  all  events,  a  specified  sum  of  money. 

When  a  Note  is  given  or  received,  it  should  be  entered  in  the 
person^s  account  with  whom  the  transaction  occurs,  in  the  same 
manner  as  cash  would  be  entered.  The  Note  settles  so  much  of  the 
account,  and  may  change  hands  many  times  before  it  becomes  due, 
and  it  must  be  paid  to  the  holder.  Should  suit  be  brought  because 
not  paid,  it  would  be  brought  upon  the  note  instead  of  upon  the 
account. 


FORMS  OF  NOTES. 

NEGOTIABLE    WITHOUT   INDORSKMENT. 

London,  Oct.  8th,  1876. 
$100. 

Three  months  after  date  I  promise  to  pay  S.   G.  Beatty,  or 
Bearer,  One  Hundred  Dollars,  value  received. 

'        THOMAS  WILLIAMS. 
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NKGOTIAELE    BY    INDORSEMENT, 

Hamilton,  Oct.  28th,  1876. 
$100. 

Three  months  after  date  I  promise  to  pay  S.  Clare,  or  Order, 
One  Hundred  Dollars,  value  received. 

THOMAS  WILLIAMS. 


NON-N  EGOTIABLB. 

Toronto,  Oct.  28th,  1876. 
$100. 

Three  months  after  date  I  promise  to  pay  George  Dean  One 
Himdred  Dollars,  value  received. 

THOMAS  WILLIAMS. 


PAYABLE   ON    DEMAND. 

Kingston,  Oct.  28th,  1876. 
$100. 

On  demand   I   promise  to  pay  Messrs.   .Jones  &  Brown,  or 
Bearer,  One  Hundred  Dollars,  value  received. 

THOMAS  WILLIAMS 


PAYABLE   AT    BANK. 

Bradford,  Uov.  5th,  1876. 
$100. 

Three  months  after  date  I  promise  to  pay  Julm  Smith,  or 
Order,  at  the  Bank  of  Commerce  here,  One  Hundred  Dollars,  value 
received. 

PETER  J.   WILSON. 


PAYABLE   AT    BANK,    WITH    INTEREST. 

BeUeville,  Oct.  2Sth,  1876. 
$342.42. 

Three  months  after  date  we  promise  to  pay  Messrs.  East  & 
West,  or  Order,  at  the  Merchants'  Bank  of  Canada,  here,  Three 
Hundred  and  Forty  Dollars  and  Forty-two  Cents,  with  Interest  at 
seven  per  cent,  per  annum,  value  received. 

SMITH,  JONES  db  CO. 
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Montreal,  Jan.  1st,  1877. 
$300. 

Three  months  aftei"  date  we  jointly  promise  to  pay  R.  Brown, 
or  Order,  Three  Hundred  Dollars,  value  received. 

M.  T.  SAMLY. 
J.   G.  SHJ£1LEY. 


JOINT    AND    SEVERAL   NOTE. 

Port  Hope,  Oct.  2Sth,  1876. 
$210. 

Ninety  day.s  after  date  we  jointly  and  severally  promise  to  pay 
Geo.  Wallbridge,  or  Order,  Two  Hundred  and  Ten  UoUars,  value 
received, 

JOHN  BROWN.      '      \ 
WILLIAM  BROWN.  S 

DRAFTS. 

A  Draft  is  an  unconditional  written  Order,  addressed  by  A.  P>. 
to  C.  D. ,  directing  him  to  pay  E.  F.  a  certain  sum  of  money.  A.  B. 
is  said  to  di-a\v  on  C.  D.  in  favor  of  E.  F.  A.  B.  is  called  tlie 
Drawer,  CD.  the  Drawee,  and  E.  F.  theTayee.  A.  B.  may  direct 
the  money  to  be  jjaid  to  himself,  in  which  case  he  is  Payee  as  well 
as  Drawer. 

To  make  it  an  obligation  on  the  part  of  C.  D.  he  must  accept  it, 
which  is  commonly  (Jone  by  writing  the  word  "  accepted  "  and  his 
name  across  the  face  of  it. 

Drafts  may  be  made  payable  at  a  certain  time  after  dafe,  a  cer- 
tain time  after  sight,  at  sight,  or  on  demand.  It  is  usual,  ;ind 
advisable,  to  present  for  ACCEPTANeE  all  Drafts  we  receive,  except 
iho.se  payable  on  demand.  With  regard  to  those  payable  at  a  cer- 
tain time  after  sight,  and  even  those  payable  at  sight  when  days  of 
grace  are  allowed,  presentment  for  acceptance  is  absolutely  necep- 
.SAKY,  in  order  to  fix  the  date  of  paymenr.  for  which  purpose  the  datu 
of  acceptance  must  also  be  written. 


FORM    OF    SIGHT    DRAFT. 

Cobourg.  Jan.  1st.  1877 
S75. 

At  sight,  pay  Henry  Campion,  or  Order,  Seventy-Kve  Dollar!) 
and  charge  to  account  of 

JAMES  JOHNSON. 
To  A-  R,  Hammer, 

Whitby,  Ont. 
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TIME   DRAFT. 

Toronto,  Nov.  Ist,  1877. 

Thirty  days  after  date  pay  to  the  Order  of  W.  R.  Lingham, 
Two  Hundred  Dollars,  value  received,  and  charge  to  the  account  of 

S.  T.    VANCE. 
To  Isaac  East, 

Oshawa,  Ont. 


TIMB   RECKONED    AFTER   SIGHT, 

Hamilton,  Jan.  3rd,  1877. 
$257. 

Thirty  days  after  sight  pay  to  the  Order  of  W.  R.  Lingham, 
Two  Hundred  and  Fifty-seven  Dollars,  value  received,  and  charge 
to  the  account  of 

S.  T.   VANCE. 
To  Isaac  East, 

Oshawa,  Ont. 

QUESTIONS  FOR  REVIEW. 

FORMS   OF   BUSINESS   PAPERS, 

What  shoTiM  be  understcjod  coucerning  the  papers  used  in  business? 
What  abilicy  slioukl  be  acquired  ?  What  is  a  Receipt  ?  Why  should 
Receipts  be  preserved  ?  Give  the  wording  of  a  Receipt  for  payment  on 
account.  A  Receipt  in  full  of  account.  A  Receipt  in  full  of  all  de- 
mands. A  Receipt  for  a  particular  bill.  A  Receipt  for  borrowed 
money.  A  Receipt  in  full  for  services.  A  Receii)t  for  a  note.  A  Re- 
ceipt for  rent.  For  intei-est  due  on  a  mortgage.  For  payment  by  the 
hand  of  a  third  party.  Wliat  is  a  l5ill  of  Goods  ?  What  is  an  Invoice  ? 
Of  what  use  is  a  Bill  of  Goods  ?  How  are  Invoices  usually  preserved  ? 
Write  a  Non-receipted  Bill  of  Goods.  A  Receipted  Bill.  A  Bill  paid 
by  Note.  What  is  an  Order?  Of  what  is  it  a  voucher?  Give  the 
furm  of  an  Order  for  Goods  for  another  person.  An  Order  for  Money. 
All  Order  for  Goods  for  yourself.  What  is  a  Due  Bill?  Write  a  Due 
fiill  payable  in  money.  A  Due  Bill  payable  in  Goods.  What  is  a  Pro- 
missory Note  ?  What  should  be  done  when  a  Note  is  given  or  received  ? 
In  what  book  is  a  full  description  of  Notes  entered  ?  Give  the  form  of 
a  Note  negotiable  without  indorsement.  A  Note  negotiable  by  indorse- 
ment. A  non-negotiable  Note.  A  Note  payable  on  demand.  Payable 
at  bank.  A  Joint  Note.  A  Joint  and  Several  Note.  What  is  a  Draft  ? 
When  are  Drafts  made  payable  ?  When  made  payable  at  sight,  or  a 
certain  time  after  sight,  what  should  be  done  to  fix  the  date  of  pay- 
mt-nt  ?  How  is  a  l3raft  accepted  ?  Give  an  example.  What  should 
also  be  written  if  the  Draft  is  drawn  payable  at  sight  or  after  sight  ? 
Give  the  form  of  a  Sight  Draft.  A  Time  Draft.  A  Draft  where  time  is 
reckoned  after  sight. 
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DOUBLE   ENTRY. 

INTRODUCTION. 

A  COMPLETE  set  of  accounts,  as  the  pupil  is  already  aware, 
should  furnish  the  means  of  readily  determining  — 

I.  The  Present  Financial  Position,  by  showing  the 

present  Assets  and  Liabilities. 
11.  How  this  position  has  been  attained,  by  showing 
the    Original    Capital    and  the   subsequent  Gi-ains  and 
Losses. 
As  the  result  in  the  latter  case  must  be  the  same  as  in  the 
former,  the  problem  for  the  pupil  may  be  thus  stated : — 

"  Given,  the  financial  condition  of  a  business  at  the  beginning  of  a 
certain  period,  the  transactions  during  the  period,  and  the  value  of 
the  goods  remaining  at  the  eiul ;  it  is  required  to  record  and  classify 
these  various  items,  so  as  to  exhibit  the  financial  c(Vidition  at  the 
end.  First,  from  a  statement  of  Assets  and  LiabiJities  at  that 
time  ;  second,  from  a  statement  of  the  Gains  and  Losses,  in  connec- 
tion ^^nth  the  Original  Capital." 

He  has  seen  that  the  Single  Entry  Ledger  contains  only 
personal  accouriis,  and  that,  even  with  the  aid  of  the  Cash  Book 
and  Bill  Book,  it  is  not  competent  to  do  more  tlian  comply 
with  the  first  requirement.  It  ia,  therefore,  as  a  system, 
imperfect. 

He  has  also  seen  that  Double  Entry  supplies  the  defect  of 
Single  Entry,  by  keeping  accounts  not  only  with  the  ■persons 
with  whom  business  is  transacted,  but  also  with  every  form  of 
value  exchanged,  and  with  everij  source  of  rece'qyt  and  expenditure. 
It  thus  shows,  in  addition  to  all  that  Single  Entry  does  (even 
with  the  aids  above  mentioned),  the  various  cliannels  through 
which  the  gains  and  losses  have  been  made  ;  thereby  afford- 
ing, not  only  presumptive  evidence  of  the  correctness  of  the 
work,  but  also  a  basis  upon  which  to  plan  future  enterprists. 
Double  Entry,  therefore,  meets  both  requirements, 
and  consequently  recommends  itself  as  a  perfect  system  of 
Account  Keeping. 

Such  a  problem  as  the  one  just  stated  the  pupil  has  already 
solved  in  the  example  of  connected  accounts,  or  Double  Entry 
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Ledger,  as  we  may  call  it,  pages  22-25.  One  of  the  methods 
recommended  for  doing  that  exercise  was — to  take  one  trans- 
action, n>ake  the  proper  entries  in  the  two  accounts  aflected  by 
it,  and  then  proceed  to  the  next.  As  all  tlie  transactions  were 
'Ml  account,  a  personal  account  was  affected  in  each  case.  And 
he  will,  no  doubt,  remember  that  every  time  he  debited  a  jjer- 
sonal  account,  he  crediiad  with  an  eqxial  amourd  an  impersotial  one 
(one  in  the  name  of  a  thing,  not  of  a  person)  ;  and  similarly, 
every  time  he  credited  a  personal  account  !;e  de])ited  an  im- 
personal one  with  the  same  iimount.  A  constant  equilibrium 
of  debits  and  credits  was  thus  kept  up.  This,  incleed,  is  a 
fundamental  principle  of  Book-keeping  by  Double 
Entry.  For  every  dollar  and  cent  placed  on  one  .side  of  the  Led- 
ger, there  must  be  just  as  many  dollars  and  cents  placed  surneithere 
on  the  other  side. 

Whatever  differences  there  may  be  in  the  working  out  of 
the  following  sets,  the  pupil  will  observe  that  they  are  merely 
peculiarities.  The  same  general  principle  runs  through  the 
whole.  The  particular  method  or  form  in  which  books  are 
kept  is  not  essential,  so  long  as  it  conforms  to  the  principle  of 
equal  debit  and  credit. 


BOOKS   USED. 

If  we  sell  goods  to  Benjamin  Worth,  without  receiving  at 
the  same  time  anything  in  return,  the  two  Ledger  accounts 
affected  are  Benjamin  Worth  and  Merchandise,  and  we 
may,  if  we  like,  at  once  debit  Benjamin  Worth,  and  credit 
Merchandise,  without  previously  entering  the  transaction  in 
any  other  book.  The  Ledger,  indeed,  is  not  only  the  principal 
book,  but  it  may  be  said  to  be  the  only  essentially  necessary  one. 
If  other  books  are  used  in  addition,  they  are  for  convenience 
only,  and  are,  in  general,  subservient  and  contributory  to  it. 
When  the  pupil  finds  that  their  use  promotes  the  neatness, 
condensation  and  accuracy  of  the  Ledger,  he  will 
gladly  avail  himself  of  them  as  they  are  introduced,  and  keep- 
ing always  in  mind  the  grand  result  he  is  aiming  at,  he  will 
have  little,  if  any,  difficulty  in  comprehending  their  nature. 
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BOOKS  USED  IN  SET  I. 

The  books  used  in  the  First  Set  are  the  Day  Book, 
Journal  and  Ledger.  Tliese  are  commonly  called  principal 
books,  in  relation  to  others,  called  auxiliary  books,  about  which, 
however,  the  pupil  need  not  trouble  hinaself  at  present. 

DAY   BOOK. 

This  book  is  sometimes  called  The  Blotter,  and  it  is  not  an 
mappropriate  name  for  some  people's  Day  Books.  It  should 
contain  a  concise  and  comprehensive  history  of  the  merchant's 
busirfess  transactions  ;  commencing  with  an  inventory  of  his 
effects,  and  the  debts  due  him  ;  also  of  the  debts  due  by  him 
to  others. 

After  this  his  bi\siness  transactions  should  be  recorded  at 
the  time  and  in  the  order  in  which  they  occur.  Every  entry 
should  embrace  the  following  particulars  : — 1st,  the  date  ;  2nd, 
the  person  or  account ;  3rd,  what  you  have  bought  or  sold, 
paid  or  received  ;  ith,  the  terms  of  payment ;  5th,  the  articles, 
quantities,  prices  and  amounts. 

In  writing  this  book,  everything  should  be  clearly  expressed 
in  as  uniform  a  style  as  possible,  and  the  use  of  ambiguous 
words  and  phrases  carefully  avoided. 

JOURNAL. 

The  purpose  of  the  Journal  is  to  state,  with  regard  to  every 
Day  Book  entry,  which  accounts  in  iht^  Ledger  are  to  receive 
entries,  on  which  side  of  the  account,  and  for  how  much  ;  so 
that  the  posting  to  the  Ledger  may  be  rendered  more  easy, 
i'.nd  less  lial)le  tb  error. 

In  journalizing  any  Day  Book  entry,  therefore,  the  three 
questions  to  be  decided  upon  are — Which  accounts  are  affected  1 
On  which  side  1  and,  For  what  amount  ?  If  the  pupil  has 
mastered  the  two  chapters  on  Examples  of  Accounts,  pages  12 
to  30,  he  will  have  little,  if  any,  difficulty.  If  he  has  not  mas- 
tered them,  he  will  do  well  to  read  them  again  very  carefully. 

In  any  given  set  of  transactions,  before  applying  the  above 
questions,  we  must  settle  upon  the  names  of  the  accounts  we 
intend  to  open.     For  instance,  in  the  First  Set  we  are  dealing 
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in  two  kiii'ls  of  Wheat  and  two  kinds  of  Flour.  We  are  at 
liberty  to  include  all  these  under  the  head  of  Merchandise  ;  or 
both  kinds  of  flour  under  the  head  of  Flour,  and  both  kinds  ol 
wheat  under  the  head  of  AVlieat;  or  to  have  four  accounts, 
one  for  each  kind  of  flour  and  one  for  each  kind  of  wheat.  In 
this  Set  the  second  course  is  adopted. 

A  little  reflection  will  point  to  the  accounts  affected. 
We  shall  be  directed  to  the  side  affected  by  asking— If  it  be 
a  pergonal  one, — "Did  he  receive  from  lis  or  deliver  to  us  ?  "  If  it 
be  an  i''??£personal  one, — "  Did  we  receive  the  thing  or  part  with 
it  ?  "  With  regard  to  those  impersonal  ones  which  show  loss 
or  gain,  as  Merchandise,  and  especially  Interest  and  Expense, 
the  question,  "  Did  the  thing  cost  us  value  or  produce  us  value  ]  " 
may  indicate  more  clearly  to  some  minds  the  side  aflected. 
The  pupil  will  observe,  however,  that  this  is  only  a  modified 
form  of  the  previous  question.  For  the  thing  which  has  cost 
us  value  must  have  been  received,  and  that  which  has  produced 
us  value  must  have  been  parted  with. 

In  the  entry,  January  2,  "  Sold  James  Rimmer,  Wheat  on 
account,  $150,"  it  is  evident  that  the  two  accounts  affected  are 
James  Eimmer  and  IVlieat.  As  he  is  the  receiver,  his  account 
must  be  debited ;  and  as  wheat  has  been  parted  ivith,  Wheat 
account  must  he  credited.  This  may  be  indicated  in  the  Jour- 
nal in  several  ways,  for  example : — 


James  Rimmer,  Dr. 

150 

00 

Wheat,  Cr. 

150 

00 

Or, 

James  Kinimer,  Dr. 

150 

00 

To  VVlieat 

150 

00 

Or, 

James  Rimmer 

150 

00 

Wheat 

150 

00 

There  are  several  other  ways  of  indicating  in  the  Journal 
what  are  to  be  the  Ledger  entries,  but  whichever  is  adopted, 
they  all  mean  simply  that  $150  is  to  be  entered  on  the  debit 
side  of  James  Rimmer's  account,  and  the  same  amount  on  the 
credit  side  of  Wlifat  account. 

In  the  entiy  of  the  same  date,  "  Bought  of  AVjn.  Lingham, 
Flour,  for  Cash,  $300,"  the  accounts  affected  are  Flour  and 
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Casli ;  Flour  on  the  debit  side  because  it  came  in,  Cash  on  the 
crrdii  side  because  it  werd  out.  Wm.  Lingham's  account  is  not 
affected,  because  his  relation  to  us  as  Dr.  or  Cr.  is  not  changed 
by  the  transaction  ;  and,  therefore,  v/e  need  not  make  any 
entry  in  his  account.  We  may  ;  but  if  we  do,  we  shall  have 
to  credit  him  with  the  Flour  he  has  delivered  to  us,  and  then 
debit  him  with  the  Cash  he  has  received  from  us.  And  these 
two  entries,  being  equal  in  amount,  would  have  the  same  effect 
upon  the  account  as  if  no  entr}-  had  been  made. 

Two  accounts  at  least  will  generally  be  affected  in  any  trans- 
action. There  may  be  more.  In  the  opening  entry,  January 
lat,  four  accounts  are  affected — Cash,  Flour  and  Wheat  on  the 
Dr.  side,  because  all  these  came  into  the  business  ;  and  the 
proprietor's  account  on  the  Cr.  side,  because  he  put  them  into 
the  business.  Adopting  the  second  mode  of  Journal  entry, 
and  using  the  term  Stock  to  represent  the  proprietor,  instead 
of  using  his  own  name,  the  proper  Ledger  entries  will  be  thus 
indicated  : — 


Cash 

Flour 

Wheat 


Dr. 


To  Stock 


4000 

i 
50 

1000 

00 

3000 

00 

8000 

50 


We  have  adopted,  for  the  present,  the  second  mode  of  jour- 
nalizing, for  a  reason  which  will  be  better  appreciated  when 
we  speak  of  the  Ledger.  We  must,  however,  caution  the  pupil 
against  attaching  to  the  word  "  To,"  in  the  expression  "  James 
Rinuner,  Dr.  to  Wheat,"  the  meaning  which,  from  the  ordinary 
use  of  language,  would  naturally  suggest  itself.  The  plain, 
naked  fact  "is,  that  James  Rimmer  is  Dr.  to  US  for  Wheat.  If 
we  had  this  Journal  entry,  "  Charles  Adin  Dr.  to  Benjamin 
Worth,"  it  would  simply  mean  that  Charles  Adin  is  Dr.  in 
relation  to  US,  and  that  Benjamin  Worth  is  Cr.  in  relation  to 
us.  We  have  nothing  to  do  in  our  books  with  the  relation  of 
outs'de  parties  to  one  another  as  Dr.  or  Cr.,  but  only  with  the 
relotion  of  these  parties  to  us.  Indeed,  so  far  as  these  two  per- 
sons are  concerned,  the  meaning  we  would  naturally  attach  to 
the  expression  is  the  vertj  opposite  of  the  fact.  For,  the  circum- 
stance which  originated  the  entry  (which  may  have  been  our 
giving  to  Charles  Adin  our   order  or  draft  upon  Benjamin 
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Worth)  would  actually  make  Bevjnmin  Worth  the  Dr.  of  Charles 
A  din. 

The  pupil  cannot  fail  to  have  observed  that  his  ability  to 
journalize  any  transaction  must  depend  entirely  upon  his  know- 
ing what  entries  should  be  made  in  the  Ledger,  and  this 
depends  upon  his  having  a  clear  idea  of  the  nature  of  the 
different  Ledger  accounts. 

The  name  of  this  book,  Journal,  is  not  suggestive  of  its 
use.  From  "jour"  French  for  day,  it  is  synonymous  with 
Day  Book,  and  was  appropriate  when  it  was  the  practice  in 
the  Journal  not  merely  to  indicate  the  proper  Ledger  entries, 
but  to  add  the  full  details  of  the  transactions  ffom  the  book  of 
original  entry,  then  called  the  Waste  Book. 

LEDGER. 

The  Ledger  is  the  book  in  which  the  transactions,  scattered 
through  the  Day  Book  without  order  as  to  kind,  are  arranged 
under  distinct  and  appropriate  heads,  called  accounts.  The 
amount  put  into  the  business  by  the  proprietor,  or  taken  out 
by  him,  is  put  under  His  OWN  name,  or  under  the  name  oi 
Stock,  or  Capital  ;  every  item  affecting  the  debit  or  credit, 
on  account,  of  any  particular  person  towards  us  is  placed  under 
that  person's  name  ;  all  receipts  and  payments  of  cash,  under 
the  head  of  Cash  ;  others'  notes  received  and  disposed  oi, 
under  the  head  of  Bills  Receivable  ;  our  notes  issued  and 
redeemed,  under  the  head  of  Bills  Payable  ;  purchases  and 
sales,  under  Merchandise  ;  and  incidental  outlay,  uu'ler 
Expense. 

It  has  already  been  remarked  that  the  proper  entries  might 
be  made  in  the  Ledger  at  the  time,  of  the  transaction,  without 
being  entei'ed  in  any  other  book  whatever.  Two  inconve- 
niences, however,  would  follow.  The  Ledger  would  have  to 
contain  the  details  of  the  transaction,  which  would  make  the 
accounts  very  unwieldy  ;  and  in  the  hurry  of  business  it  would 
be  impossible  to  make  tlie  original  entries  in  the  Ledger  so 
neatly  as  is  desirable.  By  first  entering  the  particulars  of  the 
transaction  in  the  Day  Book,  we  need  only  transfer  the  amount 
to  the  Ledger,  with  a  word  or  two  to  explain  the  entry  ;  and. 
the  transfei  ring  or  postinf/  to  it  can  be  done  at  leisure. 

The  original  entvies  being  made  in  the  Day  Book,  tliey  ma7j 
be  transf'eired  to  the  Le<lger  without  tlie  aid  of  the  Journal  ; 
and  in  modern  practice,  where  the  original  entries  are  so  made 
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that  the  purchases,  sales,  cash  receipts  and  payments,  are  kept 
separate  from  one  another,  it  is  unnecessary.  •  Its  introduction, 
however,  into  the  preliminary  sets,  will  more  deeply  impress 
upon  the  mind  of  the  pupil  the  principle  of  equal  debits  and 
credits  ;  and  when  it  is  formally  dispensed  with  he  will  more 
clearly  see  that  its  essence  is  retained  in  the  peculiar  mode  of 
making  the  original  entries. 

Names  and  Order  of  the  Accounts. — The  pupil  need 
scarcely  be  told  that  the  Journal  contains  the  names  of  all  the 
accounts  that  are  to  be  opened  in  the  Ledger,  Altliough  in 
[•ractice  it  is  usual  to  give  a  page  to  each  account,  we  will 
apportion  to  each,  only  so  much  space  as  is  necessary.  In  text- 
books generally  no  definite  order  is  observed,  but  as  advantage 
may  result  from  attention  to  this  matter,  we  will  take  .first. 
Stock ;  after  that,  all  the  accounts  which  show  an  asset  or  a 
liability,  beginning  with  the  most  available  asset ;  and  lastly, 
those  sliowing  a  loss  or  a  gain.  We  shall  thus  have  the  accounts 
of  the  First  Set  in  the  following  order,  namely  : — Stock,  Cash, 
Bills  Receivable,  Bills  Payable,  Personal  Accounts,  Flour, 
Wheat,  Expense.  The  headings  should  be  written  in  a  clear 
text-hand,  and  the  abbreviations,  Dr.  and  Cr.,  may  be  placed 
at  the  top  of  the  page  only. 

Posting. — Transferring  an  entry  from  any  book  to  the 
Ledger  is  termed  posting,  the  word  "post,"  as  a  verb,  meaning 
simply  to  put,  to  place.  If  the  posting  be  done  direct  from  the 
Day  Book,  it  is  an  intellecttLal  operation,  because  for  each  separ- 
ate Day  Book  entry  we  have  to  think  which  account,  and  which 
side  of  it,  is  aft'ected.  .  But  all  the  thinking  has  been  done  in 
journalizing,  and  the  results  are  so  registered  in  the  Journal, 
that  posting  from  it  is  reduced  to  a  mere  mechanical  operation. 

The  first  Journal  entry  is  a  plain  direction  that  Cash,  Flour 
and'Wh(;at  are  to  be  debited  respectively  with  the  amount 
placed  opposite  to  them,  and  that  Stock  is  to  be  credited  with 
the  amount  placed  opposite  to  it.     Thus : — 

Dr.  Cash.  Cr. 


1877      I  I      I         j     '! 

Jan.  i  1  To  Stock  i     ;  14000,50! 
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Dr. 

] 

Flour. 

Cr. 

1877 
Jan. 

1 
l|To  Stock 

i 

3000  00 

Dr.                                 Wheat.                               Ck. 

1877 
Jan. 

1 

To  Stock 

• 

1 
1000  00 

i 

1 

Dr.                                 Stock.                                 Cr. 

1 

1877 
Jan. 

1  By  Sun- 
dries 

8000  50 

Instead  of  the  word  "  Sundries,"  we  could,  if  we  had  clu-sen, 
have  written  "  Cash,  Flour  and  Wheat."  But  it  is  usual,  when 
there  is  more  than  one  account  to  name,  to  write  "  Sundries," 
meaning  several  accounts. 

The  narrow  column  to  the  left  of  the  money  column  in  the 
Ledger  is  for  the  Journal  page.  As  soon  as  each  Ledger  entry 
is  made,  the  page  of  the  Ledger  should  also  be  put  in  the  second 
column  of  tlie  Journal.  This  shows  tluit  the  item  is  posted, 
and  also  the  page  of  the  Ledger  on  which  the  account  is  found. 

Although  in  the  Journal  entries  we  have  named  the  debit 
account  first,  we  are  at  perfect  liberty  to  name  the  credit 
account  first.     We  can  say — 

Flour  Dr.  to  Cash, 

or, 
Cash  Cr.  by  Flour. 

So  far  as  the  fact  is  concerned  which  originated  the  entry, 
they  both  moan  that  Flour  came  in  and  Cash  icent  out  So  far 
as  the  operation  io  he  jjer formed  in  the  Ledger  is  concerned,  they 
both  direct  that  Flour  Account  is  to  be  debited,  and  Cash 
Account  credited. 

Keadiiig  the  Ledger  entries  by  giving  the  name  of  the 
account  first  with  Dr.  or  Cr.,  according  as  the  entry  is  a  debit 
or  credit  one,  the  pupil  will  observe  that  every  debit  entry 
will  read  like  the  Jmirnal,  word  for  word,  and  every  credit  entiy 
Trill  read  as  the  Journal  would  read  if  written  with  the  credit 
account  first, 
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JET   I.— DOUBLE   ENTIll 

TnE  following  Set  is  worked  out  in  full,  in  order  to  shf)W 
the  pupil  the  proper  form  of  carrying  the  transactions  through 
tlie  different  books,  and  should  be  thoroughly  understood  iu 
every  particular  before  proceeding  further. 

The,  transactions  are  first  taken  from  th*  "  Record,",  (which 
is  supposed  to  be  a  memorandum  of  the  merchant's  business 
transactions  in  the  date  and  order  of  their  occurrence,)  and 
arranged  properly  in  the  Day  Book,  after  which  they  are  jour- 
nalized and  posted. 

A  faithful  adherence  to  the  foregoing  instructions  and  illus- 
trutions  M'ill  enable  the  pupil  to  record,  readily  and  correctly, 
the  following  exercise,  which  should  be  first  written  on  Skeleton 
paper  prepared  for  that  purpose,  or  ou  blank  paper  ruled  up  by 
the  student  himself. 


SET  I.— PEODUCE  BUSINESS. 

It  is  expected  that  the  student  will  not  merely  copy  the 
exercises  in  connection  with  this  Set,  but  that  he  will  work 
them  out  for  himself  according  to  the  forms  given. 

RECORD   OF  TRANSACTIONS. 

Toronto,  January  1,  1877. 
Commenced  business,  investing  as  follows : — Cash  -  $4000  50 
500  bbls.  Extra  Flour,  at  $6        -         -         -     3000  00 
800  bush.  Fall  Wheat,  at  $1.25  -        -        -     1000  00 
Jan.  2.  Bought  of  W.  Lingham,  tor  cash,  50  bbls. 

Su[ierfine  Flour,  fit  $6       -         -         -         -       300  00 
"     "    Sold  -James  Rimmer,  on  acc't,  100  bush.  Fall 

Wheat,  at  $1.50 150  00 

"     "    Bought  of  H.  Corby,  on  my  note,  200  bush. 

Spring  Wheat,  at  $1  -         -         -         -       200  GO 

'*     3.  Sold  Robert  Tl)omp.son,  on  acc't,  400  bush. 

Fall  Wheat,  at  $1.50    '     -         -         -         -       600  00 
"     "    Bought  of  W.  Ijiugham,  on  my  note,   100 

bbls.  Superfine  Flour,  at  $6.50-         -         -       650  00 
"     "    Bought  of  James  Wilson,  for  cash,  200  bush. 

Fall  Wheat,  at  $1.50         -         -         -         -       300  00 
"     4.  Sold  John  Smith,  for  his  note,   100  bush. 

Fall  Wheat,  at  $1.75         -         -         -         -       175  00 
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18  77-. 
•Tan.  4.  Received  of  James  Rimmer,  on  acc't,  Cash  -     $100  00 
"     5.  Boui>b.t  for  cash,  400  bush.  Fall  Wheat,  at 

$\A0 -       560  00 

**     "    SoM  James  Johnson,   for  note,    100  bush. 

Sprm-,' Wheat,  at  $1.20    -         -         -         -       120  00 
"     6.  Bought  of  H.  Corbv,  on  acc't,  500  l)blp.  Extra 

Flour,  at  $6     -  ' 3000  00 

«     "    Sold  James  jMiller,  on  acc't,  200  bbls.  Extra 

Flour,  at  $0.50 1300  00 

"     "    Soldforcash,  100  bush.  Sp'g  Wheat,  at  $1.25       125  60 
"     8.  Sold  James  Eimnier,  on  acc't,  200  bush.  Fall 

Wheat,  at$l  40       -         -         -         -         -       280  00 
"     "    Received  of  James  Miller,  his  note  in  full 

of  acc't 1300  00 

"     9.  Paid  cash  for  sundry  items  of  expense  -         25  50 

"     "    S  )ld  Robert  Thompson,  on  acc'4|  250  bush. 

Fall  Wheat,  at  $1.50         ....       27500 
"  10.  Bon2,ht  of  W.  Linsham,  on  acc't,  450  bush. 

Spnng  Wheat,  alb  $1         -  -         -       450  00 

"     «  -Paid  H.  Corby,  cash  on  acc't       -        -        -     1000  00 
"  1 1.  Sold  Robert  Brown,  200  bush.  Spring  Wheat, 

Qt$1.25 250  00 

100  bush.  Fall  .Wheat,  at  $1.. 30  -        -        -       130  00 
Received  in  payment,  his  note  for  $150,  cash 

for  balance,  $230. 
"  1 2.  Bought  of  W.  Lingham,  on  my  note,  50  bbls. 

Extra  Flour,  at '$G.  30       .... 
**     "   Paid  cash  for  my  note  of  the  3rd  inst.,  favor 

of  W.  Linghani        -        .        -         .        - 
"  13.  Sold  J.  Rimmer,   on  acc't,  200  bbls.  Extra 

Flour,  at  $7 

"  15.  Paid  cash  in  full  for  my  note,  favor  IT.  Corby 
"  "  Received  of  R.  Thompson,  cash  in  full  of  acc't 
*     "    Received  cash,  in  full  for  J.  Smith's  note  of 

the  4th  inst. 

"  IT).  Gave  H.  Corby  my  note  on  acc't 

"  17.  Bought  of  W.  Liagham,  on  acc't,  550  bush. 

Spring  Wheat,  at  $1 
"     "    Sold  J.  Rimmer,  on  acc't,  150  bbls.  Super- 
fine Flour,  at  88 

"     **    Received  cash,  in  full  for  J.  Johnson's  note 

of  the  5th  in.st. 

"  1^.  Paid  sundry  expenses  in  cash      ... 

Ill 


ol5 

00 

650 

00 

1400 

00 

200 

00 

975 

00 

175 

00 

1000 

00 

550  00 

1200  00 

120 

00 

140 

00 
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INVENTORY  OF  GOODS   REMAINING  UNSOLD. 


600  bbls.  Extra  Flour,  at  $6.00 
60     "  "  6.30 

200  bush.  Fall  Wheat,         1.25 

50     "  «         •  1.40 

BOO     «      Spring  Wheat,     1.00 


13600  00 
315  00 


250 

00 

70 

00 

800 

00 

SPECIMEN  DAY  BOOK. 


3915  00 


1120  00 


^TO   THE  PUPIL. 

After  becoming  familiar  with  the  preceding  instructions,  you 
may  write  up  the  Da}'  Book  according  to  the  lollowing  form, 
then  lay  aside  the  printed  book,  and  on  a  sheet  of  waste  paper 
journalize  the  entries  of  tbe  Day  Book,  after  which  compare 
with  the  print.'id  Journal  to  see  if  you  have  journalized  cor- 
rectly j  then  post  to  the  Ledger  as  directed  in  explanations  on 
posting,  independent  of  the  printed  book,  and  make  out  your 
Trial  Balance  and  )Statements. 

Tlie  check  mark  (v')  is  to  show  that  the  entry  to  which  it  is 
placed  is  journalized.  It  should  be  made  immediately  after 
journalizing — never  before.  ■ 


Toronto,  January  1st,  187^. 


(1) 


• this  day  commences  the 

Produce  Business  at  No.  128  Front 
Street,  renting  store  from  F.  John- 

+ Extra 

Full. 

v^ 

son,  and  investing  as  follows  : — 
Cash 

500  bbls.  Flour                $6  00 
800  bush.  Wheat                1   25 

Amount  forward 

4000 

3000 
1000 

50 
00 
00 

8000 

50 

8000  50 

*  Pupil  to  uae  his  own  name. 

t  The  margin  to  the  left  is  for  the  dei?cription  or  mark  of  the  articles,  ii 
order  that  they  may  be  readily  referred  to. 
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Toronto,  January  2,  1877, 


Super. 

Fall. 

Spring 

Fall. 

Super. 

Fall. 

Fall. 


Fall. 
Sprinc^ 
Extra. 
Extra, 


Carried  over 
Bought  of  W.  Lingham  for  cash, 
50  bbls.  Flour  $6  00 


Sold  James  Itimmer  on  acc'-t, 
100  bush.  Wheat  $1  50 


Bought  of  H.  Colby  on  my  note, 
200  bush.  Wheat  §1  00 


Sold  Robert  Thompson  on  acc't, 
400  bush.  Wheat  $1  50 


Bought  of  W.  Lingham,  onmy  note 
100  bbls.  Flour  $6  50 


Bought  of  James  W^ilson  for  cash, 
v/l     200  bush.  Wheat  $1   50 

4 


[Sold  John  Smith  for  his  note, 
v/|     100  bush.  Wheat  "  $1  75 


Received  of  Jas.  Rimmer  on  acc't, 
Cash 
5 


Bought  for  cash, 

400  bush.  Wheat  $1  40 


Sold  James  Johnson  for  his  note, 
100  bush.  Wheat  |1  20 
6 


Bought  of  H.  Corby  on  acc't, 
500  bbls.  Flour  $6  00 


Sold  James  Miller  oa  acc't, 
200  bbls.  Flour  $6  50 


n 


Amount  forward 
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8000  50 
300  00 

150  00 

00 

00 

650  00 

300  00 


200 


GOO 


100 

560 

120 

3000 

1300 

15455 


00 
00 
00 
00 
Od 
0( 
5( 
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Toronto,  January  6,  1877. 


(3) 


Fall. 


v/ 


Carried  over 
Sold  for  cash, 
100  busi).  Wheat 


$1  25 


Fall. 
Spring, 


Spring, 
Fall. 


Extra. 


Extra. 


Sold  James  Runmer  on  acc't, 
^      200  bush.  Wheat  $1  40 


V 


Received  of  James  Miller  his  note 

in  full  of  account 
9 


y/  Paid  cash  for  sundry  expenses 


Sold  Robert  Thompson  on  acc't, 
250  bush.  Wheat              $1  50 
10 


Bought  of  W.  Liiigliam  on  acc't, 
450  bush.  Wheat  $1  00 


Paid  H.  Corby  cash  on  acc't 
-11 


Sold  Robert  Brown 

200  bush.  Wheat  ~  $1  25 

100     "  •'  1   30 

Rec'd  in  payment  his  note,   $150 

Cash  for  the  balance,  230 

12 


Bought  of  W.  Lingham,  on  my 
note, 
50  bbls.  Flour  $6  30 


Paid  cash  for  my  note  of  3rd  inst. 
13 


Sold  J.  Rimmer  on  acc't, 

200  bbls.  Flour                $7  00 
15 


Paid' cash   in   full   for  my  note 
favor  H.  Corby 

Amount  forward 
lU 


'15455  50 

I 

!     125  00 
i 
280  00 

1300  00 
25:50 


250 
130 


00 
00 


375 

450 
1000 

380 


00 

00 
00 

00 


315100 
650  00 

uoo'oo 

200  00 

i- 

219560 


(*) 
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Toronto,  January  15,  1877. 


Spring. 
Super. 


Carrie<3  over 
Received  of  11.  Thompson,  cash 
in  full  of  acc't 


Received  cash  in  full  for  John 
Smith's  note  of  the  4th  inst. 
16 


Gave  H.  Corby  my  note  on  acc't 


Bought  of  W.  Lingham  on  acc't, 
550  bush.  Wheat  $1  00 


Sold  James  Rimmer  on  acc't, 
150  bbis.  Flour  $S  00 


Received  cash  in  full  for  J.  John-j 
son's  note  of  the  5th  inst.      j 

18 i 


Paid  cash  for  sundry  expenses 


*Inventory  of  goods  unsold  : 
COO  bbls.  Extra  Flour,  at 

^6  00       -        -        -  $3600 
50  bbls.  Extra  Flour,  at 

$6  30       -        -        -       315 


200  bush.  Fall  Wheat,  at  | 

$1  25       -        .        -  2501 

50  bush.  Fall  Wheat,  at  I 

$1  40   -    -    -  70' 

SOO  bush.  Spring  Wheat,  I 

at  $1  00  -    -    -  800 


21956 
9J5 

175 


00 

00 

00 


1000  00 


550 


00 


120000 


120  UO 


3915 


1120 


00 


00 


140 


oc 


26116 


00 


*  Although  it  is  common  to  vahiu  ihe  poods  on  hand  at  their  cost  price, 
takincr  off,  ii  necessary,  a  p^r  centagy  for  by,d  stock  or  depreciation  in  value, 
it  would  lie  more  correct  to  rt;ckon  tiiem  at  what  they  can  be  bowjht  for  at 
the  time  of  valuation. 
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SPECIMEN  JOURNAL. 


Some  business  men  require  their  Journal  to  embody  briel 
explanations  of  their  transactions  ;  but  we  do  not  introduce 
this  plan  now,  because,  in  his  incipient  steps,  evervtiiing  that 
takes  the  learner's  attention  off  the  LEDGER  TITLES  has  a 
tendency  to  perplex  and  embajrass  him.  Familiarity  with  the 
following  form  will  prepare  ihe  pupil  for  using  any  other  with- 
out difficulty. 

The  numbers  in  the  narrow  column  to  the  left  of  the  names 
of  the  accounts  are  the  pages  of  the  Ledger  to  which  the 
various  items  are  posted.  Each  Ledger  page  is  inserted  us  soon 
as  the  item  is  posted —  not  before. 


Toronto,  January  1,  1877. 


(1) 


1  I  Cash  Dr. 

2  iFlour  " 


Wheat" 

To  Stoclv 
2  - 


Flour  Dr. 

To  Cash 


James  Rimmer  Dr. 
To  Wheat 


Wheat  Dr. 

To  Bills  Payable 
3  


Robert  Thompson  Dr. 
To  Wheat 


Flour  Dr. 

To  Bills  Payable 


Wheat  Dr. 

To  Cash 


Amounts  forward 
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400050 
300000 
1000  00 


300  00 
150100 
200  00 
600  00 


C50 


300 


00 


00 


10200150 


8000 


300 


150 


200 


600 


650 


50 


00 


00 


00 


00 


00 


30000 


10200l50 


(2) 
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Toronto,  January  4, 1877. 


Carried  over 
Bills  Receivable  Dr. 
To  Wheat 


Cash  Dr. 

To  James  Rimmer 
: 5  


Wheat  Dr. 

To  Cash 


Bill  Receivable  Dr. 
To  Wheat 
6  — 


Flour  Dr. 

To  H.  Corby 


James  Miller  Dr. 
To  Flour 


Cash  Dr. 

To  Wheat 


James  Rimmer  Dr. 
To  Wheat 


Bills  Receivable  Dr. 

To  James  Miller 


Expense  Dr. 

To  Cash 


2  Robert  Thompson  Dr. 


To  Wheat 
10 


WJieat  Dr. 

To  W.  Lingham 

Amounts  forward 
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10200 
175 


100 
560 
120 
3000 
1300 
125 
280 

1300 

25 

375 


00 


00 
00 
00 
00 

00 

00 

00; 

I 
50 

00 


450  00, 

j  I 

isouloo 


10200 
175 

100 

560 

120 

3000 

1300 

125 

280 

1300 

25 
375 

450 


50 

00 


00 
00 
00 
00 
00 
0( 


18011 


00 

00 

50 

00 

00 
00 
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Toronto,  January  10, 


1877. 


(31 


Carried  over 
H.  Corby  Dr. 
To  Ca?h 
11 


Bills  Keceivable  Dr. 
Gash 

To  Wheat 
12  — 


Flour  Dr. 

To  Bills  Payable 


Bills  Payable  Dr. 

To  Cash 
13  _ 


James  Rimmer  Dr. 

To  Flour 
15  — 


Bills  Payable  Dr. 
To  Cash 


Cash  Dk 

To  K  Tliompson 
*'  Bills  Receivable 
_16 


H.  Corbv  Dr. 

To  Bills  Payable 
17 


Wheat  Dr.  . 

To  W.  Liuffham 


James  Rimmer  Dr. 
To  Flour 


Cash  Dr. 

To  Bills  Receivable 
18 


Expense  Dr. 

To  Cash 


1801100 
1000  00 


150 
230 


1»8 


315 

650 
1400 

200 
1150 

1000 
550 

1200 

120 

140 

26116 


00 


00 


00 


00 


00 


00 


00 


00 


00 


00 


00 


18011 
1000 

380 
315 
650 
1400 
200 


975 
175 


1000 

550 
1200 

120 


00 
00 

00 
00 
00 
00 
00 


00 
00 


00 


00 


00 


00 


140  00 
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INDEX  TO  THE  LED(i;ER. 


B. 

Bills  Receivahle. 
Bills  Payable. 
Balance. 


Cash. 
Corby,  H. 

C. 

D. 

Ebcpense. 

E. 

Flour. 

F. 

G. 

H. 


K. 


Lingham,  W. 
Loss  and  Gain. 


Page 


1 

N. 

0. 

F. 

0- 

R. 
Rimmer,  James. 

2 

S.  T. 
Stock. 

1 

U.  V.  W. 

Wheat. 

3 

1 

CAUTION.— Always  Index  an  acconnt  liefore  entering  it  in  the  Lpclffer. 
Without  this  precaution  it  may  be  forgotten  ami  a  second  aiciiiint_oi)pn'^d 
with  the  same  individual;  and  unimportant  as  this  may  apjioar,  it  oftei 
leads  to  very  troublesome  mistakes. 

119 


BOOK-KKEPINQ. 


SPECIMEN  LEDGER. 


jL/^i  \    and  Lo«i.  if  anj.     / 


STOCK. 


/  InTeftrnentt  mnd\ 
\     Gain,  if  aay.      / 


Oft 


1877 


1877J     I 

Jan.    1  .By  Sundries 

;    "    20 


8000 


5( 


(ReeMred.) 


CASH. 


(r»M  ont) 


Jan. 

1 

To  Stock 

1 

l! 

400050 

Jan. 

2  By  Flour 

1         j 
1'  30n'0C 

<< 

4 

"  J.  Ivimmer 

2 

10000 

3  "  Wheat 

1   3oo;oo 

(( 

6 

"  Wheat 

2 

125:00 

5 

((         (< 

2,  500,00 

« 

11 

(<          (< 

3 

23o;oo 

9 

"  Expense 

2:     2550 

« 

15 

"  R.  Thomp- 

1 

10 

"  H.  Corby 

3  100000 

son 

3 

975!00 

12 

"  BiUs  Pay. 

3    G5000 

t( 

<i 

"  Bills  llec. 

3 

17500; 

15 

C(                 u 

3    20000 

<< 

17 

((         (< 

3 

120.00 

18 

"  Expense 

3    14000 

BILLS  RECEIVABLE. 


/Othen'  No1*«  dl»poi«4\ 
\       of  or  Collected.        / 


Jan. 

4 

To  Wheat 

2 

175:00 

Jan. 

15 

By  Cash 

3 

175l 

t< 

5 

((         i( 

2 

12000 

(( 

17 

ii      (t 

3 

120 

u 

8 

"J  Miller 

2 

1300  00 

t( 

11 

"  Wheat 

3 

I50I0O 

/  Mt  Kovb  \ 
\reaeem*d./ 


BILLS  PAYABLE. 


/Mt  Nntei\ 
L  iuucd.    / 


Jan. 


12JTo  Cash 
15  "     " 


65000  Jan.    2ByV/heat 

200  001    "    1  3I  "  Fioni; 
"     12  "       " 


16  "  H.  Corby 


120 


20000 

65000 

31500 

1000  OTi 
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(2) 


Db. 

/My  AO«oiint\ 
\Bg:alD8tblm./ 

JAMES  ROOIER.          (^TZ*) 

Or. 

1877 

i      '   i 

1877 

Jan. 

2 

8 

To  Wheat 

1 

2 

150'00 

28000 

Jan. 

4 

By  Cash 

2 

100 

00 

(I 

13 
17 

"  Flour 

I 

i 

1400  00 
1200100 

i 

W.  LINGEIAM. 


/HU  Account \ 


Jan. 

10] 

li 

17, 

10  By  Wheat 


45000 
650,00 


(^nr)  ROBERT  THOMPSON.  (t^f^S?) 


Jan. 


To  Wheat 


600,00iJan. 

3750011 


15  By  Caali 


976 


00 


/My  Account  \ 
Vaeaiust  Um.  / 


H.  CORBY. 


/His  Account  \ 
VagaliiBl  me.  / 


Jan. 10 
•*   116 


To  Cash 


!  3  lOOo'oOf  Jan. 


"  Bills  Pay.      3 


1000 


00  i 


OlBy  Floup 


300000 


(My  Accoimt\ 
kgitlnst  Mm.  y 


JAIVIES  MILLER. 


/Hl«  Arx»unt\ 
\a£&lu8t  me./ 


Jan.'  6 


To  Flour 


130000 


Jan. 


By  Billa  Pwec.    i  2  1300  00 


(0^) 

FLOUR. 

(  Proceeil».' 

Jan. 

1 
2 
3 
6 
12 

To  Stock 
"  Cash 
"  Bills  Pay. 
"  H.  Corby 
"  Billa  Pay. 

1 
1 
1 

2l 
3 

1     |i 
300000  Jan. 

300001    " 

650  oo!    '* 

300000! 

315  00 

0 
13 
17 

By  J.  Miller 
"  J.  Rimmer 

2  13000U 

3  1  1400  00 
3  1200  00 

1 

i      ! 
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WHEAT.  ( Proceed..) 


Outlay  ror\ 
KzpauM.  / 


/0» 


EXPENSE. 


(3) 
Cr. 


1877 

1                          ...     ||]877 

1 

! 

i 

Jan. 

1  To  Stock             1  i  iOOO  00 

Jan. 

2  By  J.  Rimnier 

1' 

15000 

(< 

2 

"  Bills  Pay.      1 

200  00, 

(( 

3  "  R.   Thomp- 

! 

(1 

3 

"  Cash               1 

300  OOi 

!         son 

1 

600  00 

(( 

6 

"     "           ;2 

5G000, 

4  "  Bills  Roc. 

2 

175  00 

«< 

10 

"  W.Lingham  2 ,   450 

00 

5,  " 

21 

12000 

(t 

17 

((           it 

3 

550 

00 

6j  "  Cash 

2  :  12500 

8!  "  J.  Rimnier 

21 

28000 

9  "  R.   Thomp- 

1 

son 

'■^\ 

37500 

(< 

111  "  Sundries 

3i 

38000 

Jan.  la'To  Cash 


25'50]1 

14000:! 


TEST  OF  THE  LEDGER. 

The  first  thing  to  be  done,  after  the  transactions  of  a  set 
have  been  posted,  is  to  test  the  correctness  of  your  work,  by 
comparing  the  amounts  of  the  two  sides  of  the  Ledger,  and 
seeing  that  the  sum  of  the  Dr.  side  of  all  the  accounts 
i;(]uals  the  sum  of  the  (Jr.  side. 

This  is  accomplished  by  making  out  a 


TRIAL  BALANCE. 


L.F. 


Dr. 


1  Stock 


1  jCjish 

1  Bills  Receivable) 

1  Bills  Payable  - 

2  !  James  Pi.inimer 
2  'W.  Liughaiii    - 

2  IRobert  Thuiup  .. 

2  Ir.  Corby 

2  James  Miller  - 

2  ;Flour       - 

3  i  Wheat     - 
3  jExpense  - 


5725  50 

1745100 

850'00 

3030|00 

975  00 
2000,00 
lllOOOO 
7205  00 
306000 

165150 


Cr. 


8000  50 
3175  50 

295  00 
2K55  00 

100  00 
1000  00 

975  00 
3000  00 
1300  00 
3900  00 
2205  00 


26116  001'  26116  00 


An  explanation  of  the  process  of  taking  off  a  Trial  Balance  ia  given  oa 
the  naxt  page. 
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TRIAL  BALANCE. 

A  Trial  Balance  is  taken  to  ascertain  if  the  Debits  and 
Credits  on  the  Ledger  are  equal'  or  balance. 

As  soon  as  you  finish  posting;  all  the  transactions  to  the  Led- 
ger, according  to  the  principle  of  equal  debits  and  credits,  you 
take  off  a  Trial  Balance.  This  is  done  by  first  footing  the 
items  of  the  different  accounts,  placing  the  amounts  in  light 
pencil  marks,  which  should  be  erased  after  the  completion  of 
the  work.  The  totals  of  the  accounts  are  carried  to  the  Trial 
Balance,  as  per  model  form,  leaving  out  such  accounts  as  close 
themselves.  By  adding  to  the  footings  of  the  Trial  Balance 
given,  the  footings  of  accounts  that  close  themselves,  you  will 
find  that  they  exactly  correspond  with  those  of  the  Journal, 
which  would  not  be  the  case  if  any  of  the  Journal  entries  were 
not  posted  ;  and  as  the  footings  of  the  Journal  columns  also 
tally  with  those  of  the  Day  Book,  it  is  almost  conclusive  that 
all  the  original  entries  have  found  their  way  into  the  Ledger. 
There  will  remain  two  chances  of  error  in  the  accounts,  viz.. 
from  improper  Journal  entries,  or  from  posting  to  the  wron^ 
accounts  in  the  Ledger. 

It  will  be  observed  from  the  foregoing  remarks,  that  the 
Trial  Balance  is  not  always  a  strict  proof  of  the  correctness  ol 
the  work,  though  it  is  so  nearly  a  test,  that  under  ordinary 
circumstances,  it  may  be  considered  satisfactory. 

It  is  supposed  that  you  have  gone  through  the  process  ot 
ioumalizing  and  posting  the  preceding  set,  and  that  your  Led- 
ger accounts  present  an  equilibrium  of  debits  and  credits.  A 
Trial  Balance  may  be  taken  with  the  difference  columns  only, 
or  with  the  amount 'columns  only.  The  latter  is  very  fre- 
quently used  in  business,  a  form  of  which  is  given  on  page  122. 
In  a  real  business,  a  Trial  Balance  may  be  taken  monthly,  and 
should  be  taken  as  often  as  once  in  three  months,  even  though 
the  books  are  closed  but  once  a  year.  The  following  is  anothei 
form  of  Trial  Balance,  from  the  same  Ledger. 
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TRIAL  BALANCE. 


Dr.  BaL 

1 
1 

Dr. 

TootingB. 

1 

1 
Stock 

Cr. 

Footings. 

Cr.  BaL 

1 

8000  50 

8000  5* ) 

2550 

00 

5726 

50 

1 

Cash  -         -         -          -! 

317550 

1450 

001 

1745 

00 

1 

Bills  Receivable- 

295:00 

850 

00 

1 

Bills  Payable      - 

21 65 '00 

1316 

00 

2930 

00 

3030 

00 

12 

James  Riiuuier  - 

100  00 

2 

W.  Lingham 

1000  00 

1000 

00 

2000 

00 

2 

H.  Corby  - 

sooo'oo 

1000 

00 

3365 

00 ; 

7265 

00 

2 

Flour 

3900  00 

855 

00 

3060 

00 

3 

^Tieat 

2205!00 

165 

50| 
50i 

166 

50 

00 

3 

Expense     -        -         . 

11315 

23841 

23841 

00 

11316  60 

Note.— The  Ledger  from  which  the  foregoing  Trial  Balance  was  taken 
does  not  contain  all  the  results  of  the  business.  Hence,  in  getting  at  the 
data  from  which  to  ascertain  the  net  worth,  or  the  net  gain  or  loss,  it  will  be 
necessary  to  go  beyond  the  I^edger,  and  estimate  the  value  of  unsold  mer- 
chandise or  other  similar  ])roperty. 

In  each  of  the  sta^einents  which  follow,  an  inventory  of  uiuold  property 
is  supposed  to  have  beou  taken,  the  results  being  given. 


CLASSIFIED  STATEMENTS. 


The  preceding  "  Statement,  or  Trial  Balance,"  is  supposed 
to  show  the  footings  and  balances  of  the  Ledger  accounts  grow- 
ing out  of  the  transactions  indicated  in  Set  I. ;  and,  as  far  as 
the  open  Ledger  is  concerned,  afibrds  as  completely  as  possible 
the  <ixact  condition  of  the  business  at  the  time  the  Statement 
purports  to  have  been  rendered.  The  form  of  this  Statement, 
however,  is  not  sufficiently  compact,  nor  the  specific  results  of 
the  business  so  distinctly  given  as  to  present  at  a  glance  the 
general  result  which  constitutes  the  objective  point  of  all  busi- 
ness record.  To  accomplish  this,  it  becomes  necessary  to  re- 
arrange or  classify  the  separate  results  as  shown  on  the  Ledgtjr. 

With  regard  to  those  accounts  which  show  only  the  cost  an*] 
proceeds  from  sales  of  property  having  a  variable  value,  it  is  plaiii 
that  the  real  value  of  such  property  remaining  on  hand  cannot 

124 


BOOK-KEIPING. 

be  ascertained  from  the  accounts,  but  must  be  found  by  actual 
enumeration  and  valuation ;  a  process  known  in  business  as 
"  taking  account  of  stock,"  or  "  taking  an  inventory."  Tlie 
value  of  property  which  does  not  vary,  viz.,  Cash,  Notes,  and 
Personal  indebtedness,  is  readily  ascertained  from  the  accounts 
themselves. 

In  classifying  accounts  tvvo  grand  results  are  had  in  view  ; 
first,  the  Net  Worth  or  Insolvency  of  the  business,  that  is,  its 
Financial  condition  ;  second,  the  Net  Gain  or  Loss  during  a 
specified  period.  These  are  shown  in  the  following  statements, 
the  material  for  which  has  already  been  taken  from  the  Ledger, 
and  put  in  the  form  of  a  Trial  Balance  (page  124),  except  the 
value  of  unsold  property,  which  is  taken  from  the  Inventory 
at  the  end  of  the  Day  Book. 


1.  STATEMENT  OF  EESOURCES  AND  LIABILITIES. 

Analysis  of  Accounts  that  show  Resources  and  Liabilities,  for  the 
purpose  of  ascertaining  iht  Net  Woith  or  Insolvency  of  the 
Business. 


1.  Feom  Invbntoriss. 

Flour,  unsold,  as  per  Inventory    - 
Whbai,      **  "  " 

2.  Fbom  Ledobs  Accounts. 


Cash,  Dr.  Amount  received   - 
"     Cr.        "       paid  out  - 


.  $5725  50 
.  3175  50 


"      Difference,  Amount  on  hand 
Bills  Rec'blk  Dr.     Other  people's 

notes  received  $1745  00 
"  **      Cr.     Other  people's 

notes  diapoaed  of   295  00 


"  "      DifferoncQjOthers'notesonhand 

Bills  PATAnLi,  Cr.  My  notes  issued  $21 65  00 

"  "       Dr.       "    redeemed      850  00 


Difference,  my  outstanding  notes 
125 


KAsourees. 


3915 

iiao 


2550 


Liabilitiet. 


00 


1450 


00 


1316 
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Jas.  Rimmer,  Dr.    My  Acct.  against 

Resources. 

LiabUitisa. 

him      -        -   $3030  00 
**            "     Cr.    His  Acct.  against 

me       -        -       100  00 

2930 

00 

1000 

1000 
8650 

'*             "     Difference,  he  owes  me 
W.  Lingham,  Cr.  His  Acct.    against  me — I] 

owe  him  - ! 

H.  Corby,  Cr,  His  Acct.  against  mo   $3000  OO! 

'*        Dr.  My            '*          him     2U00  00 

00 

"         Difference,  I  owe  him     -         .         . 
Present  Net  Worth  ---..- 

00 
00 

• 

11965 

00 

11965 

00 

2.  STATEMENT  OF  LOSSES  AND  GAINS. 
For  the  purpose  of  ascertaining  the  Net  Gain  or  Loss, 


Flour,  unsold,  per  Inventory  -  ^391 5  00 

"       Cr.  or  nroceeds  from  sales  -     3900  00 


Total  proceeds 
Dr.  or  cost  - 


7815  00 
7265  00 


**       Difference  or  gain       .         .         .        . 

Wheat,  unsold,  per  Inventory        -     1120  00 

"         Cr.  or  proceeds  from  sales-     2205  00 


Total  proceeds  - 
Dr.  or  cost 


3325  00 
3060  00 


"         Difference  or  gain     -         .         . 
Expense,  Dr.  or  outlay,  a  loss 
pijference  between  Gains  and  Losses,  or  Net  Gam 


Proprietor's  Net  Investment  -         -  $8000  50 
"  Net  Gain    ...       649  50; 

i 

**  Present  Net  Worth      -  $8650  00 


Losses. 


1G5  50 
649^50 

815  00 


Gaina. 


550  00 


265,00 


81500 
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The  following  arrangement  also  is  recommended  to  the 
pupil  for  practice,  as  it  approaches  very  nearly  to  the  form 
observed  in  closing  the  Ledger  accounts,  and  will,  therefore, 
serve  to  prepare  him  for  that  work. 

3.  ASSETS  AND  LIABILITIES. 


Flour  ou  hand        

3915,00 

Bills  Payable  (outstandinfj) 

1 
1?,15[00 

Wheat         "           

1120  00 

1  owe  W.  Lin£;hum 

1000  00 

Cash            "          

2550  00 

"     U.  Corby 

lOOuOO 

Bills  Rec.    "           

1450  00! 

1 — 

James  Rimnier  owes  me . . 

2930  00 

331S  00 

1 

Net  Worth     -        „ 

sesti  00 

11985  00. 

119G5  00 

4.  LOSS  AND  GAIN. 


Expense 
Net  Gain 


165|50|  Gain  on  Flour 
;      "       Wheat 


550  00 
266 1 00 


5.  STOCK. 


Net  Worth 


8650 


00;  I  Investment. 
iNetGSin 


8000  50 
649 'so 


The  pupil  will  test  his  familiarity  with  the  foregoing  in- 
structions by  rendering  analyses  or  statements  of  Losses  and 
Gains,  and  of  Resources  and  Liabilities,  Irom  the  following 
exercises.  He  will  do  well  to  airangt;  them  according  to  lorms 
1  and  2,  and  also  according  to  forms  3,  4  and  5.  The  latter 
method  will  specially  prepare  him  for  closing  the  Ledger. 

If  properly  worked  out  the  result  will  be  as  given  imme- 
diately after  each  Trial  Balance, 
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6.  TRIAL  BALANCJS. 


I>r.B«L 

Dt.  Foot'gs. 

^ 
J 

Cr.  Foofgs. 

Cr.  BaU 

150 

00 

1  stock 

7500 

00 

7350  00 

1044 

27 

4170 

17i 

2 

Mdse  (unsold  $2000)  - 

3125 

90 

1532 

17 

5750 

29! 

3 

Cash  -         -        -        - 

4218 

12 

500 

00 

600 

00 

4 

Robert  Baker     - 
Real    Estate    (unsold 

6685 

00 

7000  oo! 

5 

I69U0)*  - 

315 

00 

1000  00 

15U0  go; 

6 

Bills  Receivable 

500 

00 

400  OOj 

7 

Bill*  Payable      - 

12(.!0 

00 

800  00 

79  25 

154  25! 

8 

Geo.  Ritchie  &  Co.    - 

75 

00 

1061 

00 

1200:001 

9 

Warner  Bros.     - 

139 

00 

375 

00 

375100' 

10 

Expense     -         -         - 

1400  00 

11 

N.  Jones    -         -         - 

21O0 

00 

700,00 

1      l'l2 

Hunt  &  Co. 

170 

00 

170  00 

45 

00 

120  00  13 

Interest  andDiscountf 

75 

00 

14 

W.  P.  Graham  - 

3601 

69 

3601165 

300 

00 

300  00 

15 

Loss  and  Gain    - 
Equilibrium 

71 

12631 

69 

23019  71 

23019 

12621:69 

Net  Capital  at  commencing,  $7350. 

Net  Gain,  $450.73. 

Net  Capital  at  closing,  $7800.73. 


*  Real  Estate,  B*lIro4d  Stock,  and  all  speculative  property  accounU  are  treated  like 
Mercbaadl**  acoouat. 

t  Interest  and  Dlicount  contains  on  the  Dr.  side  the  cost  of  the  use  of  tnoru]/ 
panted  to  us,  and  on  the  Cr.  =ide  what  the  use  ofmonty  granted  to  others  producee  w 
The  difEereao'e.  th«e£ort.  iUowii  a  few  er  join.  a>  the  caae  ui»s  be. 
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7.  TEIAL  BALANCE. 


lis.  G.  V^eaiiY  (PaHner)*       - 

2|S   Clare  (Fariner)*     -         -         -         - 

SiCash 

4 'Merchandise  (Value,  unjsold,  $5159.50) 
SRailroad  Stock  {Value  unsold,  $12000) 
6  Bills  E-eceivable  .         .         -         - 

T'bIIIs  Payable      -         -         -         -         ; 
8  Real  Estate  (Vahie  unsold,  $8000) 
{(Robertson  &  Henry   -         -         -  '      - 
\0G.  C.  Helton  &  Co.    -        -         -         - 
11  Expense     -        .        -        -         -        - 

12!  Interest 

13iW.  Vr.  Jone» 

14'julin  Cook 

15  Conger  Bros.      -  »      .        -        -        • 


Dr. 

Cr. 

8000  00 

16863!l3 

12000 '00 

9732  10 

471922 

7350100' 

3719  50 

1  1200000 

1  7000:00 

5000  00 

;  3180 
7500 

OOi 

6180  00 

00[ 

150l00 

1  1150 

i 

00 

1 

920i00 
15b0|00 

!   125  00 

28;00 

13' 25 

1795i00 

795  00 

1290  00 

840  00 

1450 

00 

54150 

10 

54160 

10 

S.  G.  Beatty'e  Net  Capital  at  commencing,  $13863.13. 
S.  Clare's  Net  Capital  at  commencing,  $12000. 
Total  Net  Gain,   $2039.25 ;  each  Partner's  share  of  Gain, 
11019,621 

S.  G.  Beatty's  Net  Worth  at  closing,  $14882.75. 
S.  Clare's  Net  Worth  at  closing,  $13019.63. 


CLOSING  THE  LEDGER. 

It  was  thought  best  for  the  present  to  leave  the  Ledger  of 
this  set  in  its  open  condition,  and  show  the  results  of  the 
business  in  separate  statements.  When  the  object  is  simply  to 
know  the  condition  and  progress  of  the  business,  this  method 
is  sufficient,  but  when  it  becomes  necessary  to  mark  these  in 


*  The  partner*'  Mconnts  are  treated  precisely  the  same  as  Stock  account  An 
«ccouTit  is  openeii  for  each  partner  in  his  o'.vn  name,  and  each  one's  shut  of  the  net 
gain  *r  net  loss  carried  to  it.    In  this  instance  divide  the  fMn  equally. 
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some  enduring  manner  upon  the  Ledger,  the  accounts  must  be 
closed. 

To  close  an  account  is  to  bring  its  mrrent  condition  to 
an  end.  If  both  sides  are  already  equal,  write  the  amount  on 
both  sides,  on  the  same  level,  and  rule  off,  as  in  the  closed 
Ledger  following.  If  there  is  only  one  item  on  each  side,  and 
both  are  equal,  simply  rule  off.  If  both  sides  are  not  equal, 
make  them  so  by  entering  the  difference  between  them  on  the 
smaller  side,  and  then  write  the  amount  on  both  sides,  and 
rule  off  as  before. 

Speculative  property  accounts,  as  Flour,  Merchandise  gene- 
rally, Bank  Stock,  Railroad  Stock,  and  Real  Estate,  cannot  be 
closed,  if  any  property  remains  unsold,  until  the  value  of  what 
remains  on  hand  is  entered  on  the  Cr.  side.  The  object  of 
these  accounts  is  to  show  the  gain  or  loss  arising  from  the 
buying  and  selling  of  these  different  kinds  of  property,  and  it 
is  evident  this  cannot  be  ascertained,  if  the  property  is  not  all 
sold,  without  taking  into  consideration  the  value  of  what  re- 
mains unsold.  After  this  is  entered  on  the  Cr.  side,  then  the 
difference  between  the  two  sides  will  show  the  gain  or  loss,  as 
the  case  may  be  5  and  the  account  will  be  closed  by  writing 
this  difference  on  the  smaller  side. 

By  '' closing  one  account  into  another,"  as  Loss  and  Gain 
into  Stock,  is  meant  that  the  difference  entered  on  the  smaller 
side  of  the  former  to  close  it,  must  at  the  same  time  be  trans- 
ferred to  the  opposite  side  of  the  latter.  And  as,  in  making  en- 
tries of  transactions,  the  name  of  the  contra  account  is  written, 
so  in  these  closing  entries,  in  each  accouut  being  closed,  the 
name  of  the  account  being  closed  into  is  written  ;  and,  accord- 
ingly, in  making  the  transfer  entry,  the  name  of  the  account 
transferred  from  is  •written.  Hence,  the  closing  entry  in  any 
account  refers  forioard  to  the  account  to  which  it  has  been 
transferred,  and  the  entvy  in  the  account  closed  into  refers  hack- 
ward  to  the  account  from  which  it  has  been  taken. 

The  pupil  will  see  from  this  the  reason  why,  in  entering  the 
value  of  unsold  merchandise  on  the  Cr.  side  of  Merchandise 
account,  he  writes  ^' By  Balance."  It  is  simply  because, 
these  goods  being  an  asset,  their  value  must  be  entered  also  in 
Balance  account.  He  must  carefully  guard  against  supposing 
that  this  entry  in  the  Merchandise  account  is  the  difference 
between  the  two  sides ;  and  he  will  do  well  to  remember  that, 
although  the  word  '^balance'''  ordinarily  signifies  the  di^rence 
between  the  two  sides,  in  these  closing  entries  it  must  be  con- 
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■irlered  to  mean  simply  "  Balance  Account."   Hence,  any  entry, 

closing  or  otherwise,  which  is  to  be  traiist'erred  to  Balance  account 
will  be  written  "  To  "  or  "  By  Balance,"  and  any  entry,  closing 
or  otherwise,  which  is  to  be  transferred  to  Loss  and  Gain  ac- 
count will  be  written  "  To  "  or  "By  Loss  anil  Gain." 

The  pupil  should  not  forget  that  in  no  one  thing  does  the  proficiencj- 
of  a  practical  accountant  more  plainly  manifest  itself  than  in  the  matter 
of  neatness  in  arrangement  and  execution.  He  should  observe  particu- 
larly the  form  adopted  in  ruling,  which  is  usually  done  with  red  ink. 
It  is  also  advisable  to  write  the  adjusting  and  closing  entries  in  red  ink^ 
to  distinguish  them  more  readily  from  entries  of  transactions,  the  tr.ans- 
fera  being  made  in  black  ink. 


ORDER  OF  CLOSING  THE  LEDGER. 

The  pupil  will  be  much  assisted  in  understanding  the  pro- 
cess of  closing  the  Ledger  accounts,  if  he  will  remember  that 
the  object  is  to  place  in  a  ])ermaneut  form  in  the  Ledger  the 
same  results  as  have  been  shown  in  the  preceding  statements  ; 
and,  more  especially,  if  he  bears  in  mind  the  forms,  Nos.  3,  4, 
and  5,  as  these  very  neaily  accord  with  tlie  arrangement  in  the 
Ledger.  The  only  dift'erence  in  the  headings  is,  that  the 
one  there  called  "  Assets  and  Liabilities,"  will  be  here  called 
"  Balance  "  account.  Stock  account  is  already  in  the  Ledger, 
and  in  the  course  of  business  it  is  not  improbable  that  Ijoss 
and  Gain  account  would  be  required  for  some  entry  which 
caimot  properly  be  made  any  where  else. 

The  posting  having  been  found  correct  by  taking  a  Tiial 
Balance,  and  by  careful  checking,  the  following  order  may  be 
observed :  — 

L  Open  an  account  in  the  name  of  Loss  and  Gain  (if  there 
is  not  one  already),  into  which  to  collect  all  the  losses  and  gains, 
and  one  in  the  name  of  Balance,  into  which  to  collect  all  the 
assets  and  liabilities. 

II.  Enter  on  the  Cr.  side  of  Flour,  Wheat,  or  any  speculative 
p-operty  account,  the  value  of  such  property  unsold  (as  found 
by  taking  stock),  writing  in  red  ink,  "  By  Balance,  Inventory," 
and  transfer  the  amount  in  black  ink  to  the  opposite,  or  Dr., 
side  of  Balance  account,  writing  "To  Flour,"  "  To  Wheat,"  or 
whatever  the  name  of  the  account  is  from  which  the  transfer 
is  made. 

III.  Close  Private  account  into  Stock. 

lY.  The  remaining  accounts  will  show  either  an  auet  or  a 
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liability,  a  loss  or  a  gain.  Close  every  account  whose  difference 
represents  an  asi^et  or  a  liability  into  Balance  account,  and 
every  account  -vvhose  difference  represents  a  loss  or  a  gain  into 
Loss  and  Gain  account. 

V.  Three  accounts  noAV  remain  open — Stock,  Loss  and  Gain, 
and  Balance.  Take  a  Trial  Balance  of  these  to  test  the 
accuracy  of  the  transfer  entries. 

VI.  Close  Loss  and  Gain  into  Stock  ;  and  Stock  into 
Balance. 

VII.  Balance  account  will  now  have  both  sides  equal,  and 
nrill  be  closed  by  simply  footing,  and  ruling  oflf. 


PARTICULAE  DIEECTIONS  FOR  CLOSING  THE 
LEDGER  OF  SET  L 

We  will  now  take  the  pupil  through  the  process  of  closing 
the  Ledger  of  Set  L,  according  to  the  instructions  ju;-t  given. 

I.  We  first  open  Loss  and  Gain  account  and  Balance 
account. 

II.  We  then  ascertain  from  the  Inventory  (which,  for  con- 
venience, we  have  here  put  at  the  end  of  the  Day  Book),  the 
value  of  the  goods  unsold.  The  unsold  Flour,  in  this  case,  is 
worth  $3915,  and  the  unsold  Wheat  $1120,  which  amounts  we 
enter  on  the  Cr.  side  of  these  accounts  in  red  ink,  "  By  Balance, 
Inventory,"  and  transfer  the  same  immediately  to  the  contrary, 
or  Dr.  .side,  of  Balance  account,  making  the  entries  in  black 
ink,  "To  Flour,  $3915,"  and  "To  Wheat,  $1120." 

The  accounts  are  now  in  a  condition  to  be  closed  either  into 
Stock,  Loss  or  Gain,  or  Balance,  as  the  case  may  be. 

III.  We  have  not  in  this  set  a  Private  account  distinct  from 
the  Stock  account. 

IV.  We  then  come  to  Cash.  The  difference  represents  a 
resource  or  an  asset  of  cash  in  hand.  $2550.  We  enter  this  in 
red  ink,  on  the  Cr.  side,  writing  "  By  Balance,"  foot  up  the 
sides,  and  draw  double  red  lines  underneath.  This  red  ink 
entry  is  at  once  transferred  to  the  Dr.  side  of  Balance  account 
in  black  ink. 

Bills  Receivable  shows  an  asset,  and  is  closed,  like  Cash,  into 
Balance  account. 

Bills  Payable  is  also  closed  into  Balance,  the  difference  show- 
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ing  a  liability.  The  closing  entry  in  this  case  falls  on  the  Dr. 
side  of  Bills  Payable,  and  the  transfer  entry,  cousequeutly,  on 
the  Cr.  side  of  Balance. 

We  now  come  to  the  Personal  accounts.  All  these  accounts, 
if  there  be  any  difference  between  their  two  sides,  will  show 
either  an  asset  or  a  liability,  as  the  case  may  be,  and  \>ill 
therefore  be  closer!  into  Balance,  in  the  same  manner  as  those 
already  closed.  Robert  Thompson's  account  already  balances, 
and  we  close  it  by  simply  footing  and  ruling  it. 

FlcTur  account  shows  a  </«/«,  the  Cr.,  oi^proceeds  from  sales, 
together  with  the  value  of  the  flour  still  on  hand,  bei  iig  greater 
than  the  Dr.  or  cost.  The  difference  is  entered  in  red  ink  on 
the  Dr.  side,  writing  "To  Loss  and  Gain,  $550;"  and  trans 
ferred  to  the  contrary  or  Cr.  side,  of  Loss  and  Gain,  writing  in 
black  ink,  "  By  Flour,  $550."  Wheat  account  is  closed  in  the 
same  way. 

Expense  account,  being  outlay  for  which  no  direct  return  is 
received,  and,  therefore,  so  far  diminishing  the  gross  gain  on 
Flour  and  Wlieat,  is  counted  a  loss.  It  is  closed  by  writing, 
on  the  Cr.  side,  "By  Loss  and  Gain,  s$l 65.50,"  the  transfer 
being  to  the  Dr.  side  of  Loss  and  Gain. 

V.  We  have  now  the  results  of  all  the  accounts  exhibited 
under  the  heads  of  Loss  and  Gain  and  Balance,  and  if  the 
transfers  have  been  correctly  made,  these  two  accounts,  to- 
gether with  the  unclosed  Stock  account,  must  be  in  equilibrium. 
To  test  this,  we  next  take  a  Trial  Balance  of  these  three  ac- 
counts, which  we  call  the 


Second  Trial  Balance. 


Dr. 


Cr. 


c=— .  .... 

165 
119(55 

50 
00 

Stock 

Loss  and  Gain   -   .   - 
■   ■    Balance    »   «   •   - 

8000 

815 

3315 

50 
00 
DO 

12130 

50 

12130 

50 

After  proving  by  this  test  that  the  differences  have  been 
properly  iransj erred,  we  proceed  to  accomplish  the  grand  object 
of  closing  the  Ledger  accounts,  by  carrying  the  difference  be- 
tween the  two  sides  of  Loss  and  Gain  account,  or,  in  this  case, 
net  gain  of  $649.60.  to  the  Cr.  side  of  Stock  account. 
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The  Stock  account  now  contains  on  the  Cr.  side,  the  capital 
invested  and  the  net  gain  since.  The  absence  of  any  entry  on 
tlie  Dr.  side  shows  that  there  were  no  Habilities  at  the  be- 
ginning, and  that  no  capital  has  been  witlidrawn.  The  differ- 
ence between  the  two  sides  is,  therefore,  just  what  the  Ci'.  side 
amounts  to,  and  represents  the  present  net  worth.  The  Balance 
account  contains,  on  the  Dr.  side,  i\iq  present  assets,  and  on  the 
Cr.  side  the  present  liabilities,  the  difference  being  the  present 
net  xcorth.  Hence,  whatever  amount  closes  Stock  Avill  also 
close  Balance.  Close  Stock  into  Balance,  both  sides  of  which 
will  now  be  equal.     Add  up  and  rule  off. 

ITle  pupil  must  not  suppose  that,  when  a  merchant  wishes  to  ascertain  his  financial 
(xisition,  he  makes  a.  formal  closing  of  his  Lcdyer,  and  for  tlie  continuance  of  his 
business  opeiix  another  Ledger,  commencing  with  the  assets  and  liabilities,  as  shown  iu 
the  Balance  account  of  his  former  Ledger.  Instead  of  that,  all  the  entries  which  we 
have  trausfen-cd  to  Balance  account  would  be  brought  down,  each  in  its  own  account, 
on  the  opposite  side  from  that  on  which  it  falls,  thus  beginning  the  account  anew.  So 
that,  if  the  Balance  account  be  Itept  in  the  Ledger,  its  entries  wouid  not  bo  direct 
transfers  of  the  closing  entries,  but  simply  an  inventory  of  the  entries  brought  down 
to  commence  the  accounts  afresh.  As  a  complete  double  entry  is  effected  by  the  hring- 
iner  dowm  of  the  various  differences  .showing  assets  and  liabilities,  the  Bal.mce  account 
may  be  considered  as  not  a  necessary  part  of  the  i^edger,  and  may  be  kijpt  at  the  end 
of  the  Ledger,  or  in  a  separate  book.  We  have  used  it  for  its  convenience  in  coUecting- 
tiie  assets  and  liabilities  at  once  from  those  accounts  which  show  them. 

The  differences  of  the  Loss  and  Gain  accounts  are,  through  t!ie  medium  of  the  Loss 
ui\\  Gain  A"i:o\.\\\ ,  finallij  disposed  of  in  the  S  O'k  Account,  their  effect  appear- 
iiif  ia  the  altered  A'ct  Capital,  a:>  brought  down  in  Stock  account  to  be^ia  it  i>uew 
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Dr. 


SPECIMEN  LEDGER,  CLOSED. 

See  Explanation,  beginning  Page  129. 
STOCK, 


Cr. 


1877]     j 

Jan.  20  To  Balance 


865000 
8650'00 


1877,     I  j 

Jan.;  1  By  Sundries*    jl 


20 


"  Loss  &  Gain 


8000.^0 

!  049  50 


18060,00 


CASH. 


1877 

Jan. 

1 

It 

4 

u 

6 

(( 

U 

(( 

15 

(( 

,> 

(< 

17 

To  Stock  1 

"  J.  Rimmer  i  2 
"  Wheat  {2 

"         "  i3 

"  R.   Thomp-j 
son  3 


Bills  Rec. 


I    11187 
400050!!  Jan. 
lOOOOi 
12500 
230001'    " 


97500 
175  00 
12000 


572550 


2  By  Flour 
31  "  NVTieat 

5i  " 

9j  "  Expense 
10  ''  H.  Corby 
12l  "  Bills  Pay. 

18!  "  Expense 
20  "  Bcdaiua 


30000 

300  00 

50000 

25I50 

1000  00 
C50'0() 
200  00 
140!00 

2u50i00 


5725 


50 


BILLS  RECEIVABLE. 


1877 
Jan. 


4  To  Wlieat 

6  " 

8  "  J.  Miller 


11 


'»  Wheat 


175100 

12000 

130000 

I  150j00 

|l745i00 


1877 
Jan. 


By  Cash 
Balance 


175  00 

120|00 

ur.ouo 


174500 


'  Sundries,  meaning  MTeral  thingB,  etand»  (or  the  three  accounts,  Ctuih,  Dour  and 
Wheat. 
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BILLS  PAYABLE. 


Ck. 


18771     i 

1877J    1 

1 

1 

Jan.  12|T()  Cash 

3 

65000 

J;m.i  2i  By  Wheat 

ll 

20000 

"  lis!  '<    " 

3 

200JOO 

"    Is!"  Flour 

1  i 

650  00 

"    -20 

"  Balaiice 

131500 

"     12.  •'     " 

3i 

315  00 

1 
1 

« 

IG 

"  H.  Corby 

3 

1000  iKj 

• 

2 105  00 

1 

j 

2105  00 

JAMES  RIMJMER. 


1877 
Jan. 


2To  Wheat 
8  "         '' 
13  "  Fl.mr 
i7  "       '* 


118771-    I 
150100 'Jan.    413yCash 


280'00 

uoo'ool 

120000!! 
3030  Oo!| 


20  "   Bodaiux 


10000 
293000 


303000 


W.  LTNGHAM. 


1877| 
Jan.i20 


To  Baiarice 


1000 


1877 

00:  Jan.  10 

17 


1000 


00 


By  Wheat 


450 
550 


1000 


00 
00 

00 


ROBERT  THOMPSON. 


1877 
Jan. 


To  Wheat 


60000 
37500 


975100 


1877 
Jan, 


15  By  Cash 
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H.  CORBY. 


Ok. 


3877,    ! 

Jan. ilOiTo  Cash 

il6  "  Bills  Pay. 


20 


"  Balance 


18771 


1000 OOi  Jan.    6lBy  Flour 

iooo|oo| 

100000 


soooioo 


3000 


00 


300000 


JAMES  MILLER. 


1877 
Jan 


To  Flour 


2  i 1300 


00 


1877i 
Jan. 


By  Bills  Rec.    I  2 


1300,00 


FLOUR. 


1877 
Jan 


1  To  Stock 


Cash 

Bills  Pay. 
H.  Corby 
Bills  Pay. 


20  "  Loss  d:  Gain 


II 

1877 

1 

1  jiSOOO'OO 

Jan. 

6; 

1 

300001 

li 

13 

1 

65000 

(( 

17| 

2 

300000 

i( 

20{ 

3 

315,00| 
55000; 

781500 

i 

6,  By  J.  Miller 
"  J.  Rimmer 

"  Bed.  Inv'ty 


i:;oooo 


1400 
1200 


3915  00 


781500 


WHEAT. 


1877     1 

1 

1877 

—  ■  - 

Jan. 

1 

To  Stock 

1 

100000 

Jan. 

2 

By  J .  Rimmer 

1 

.15000 

2 

"  Bills  Pay. 

1 

20000 

(( 

3 

"  R.    Thomp- 

1 

60000 

3 

"  Cash 

1 

30000 

son 

5 

((     It 

2 

560  00 

(< 

4 

"  Bills  Rec. 

2 

175  00 

" 

10  "  W.Lingham 

2 

45000 

(( 

5 

(1           (( 

2 

12000 

"  :i7 " 

3 

55000 

i( 

6  "  Ca.«h 

2 

I25I0O 

20 

"  Lossd:  Gain 

26500 

a 

8'  "  J.  Rimmer 

'> 

280iO0 

<< 

9  "  R.   Thomp- 
son 

2 

375  00 

(( 

11"  Sundries 

3 

380  00 

{ 

(( 

20  "    Bal.  hwt'y 

1120'00 

3325 

00 

3325 

00 
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EXPENSE. 


Or. 


1877 
Jan. 


18  To  Cash 


(Losses.) 


11877 
Jan. 


20  By  Loss  dk  Gain 


16550 

165150 


LOSS  AND  GAIN. 


(Gains.) 


1877 
Jan. 


20 


To  Expense 
Stock 


I    !''18' 
165!50l  Jan. 
649|50| 

sisloo, 


20  By  Flour 
Wheat 


550'00 

2G5  00 


81500 


(Resources. ) 


BALANCE. 


CLlabllittes.) 


1877 

!     K1877 

i 

1 

Jan. 

20 

To  Cash 

2250:00;Jan. 

20  By 

Bills  Pay. 

1315 

00 

(( 

" 

"  Flour 

3915100 

(( 

(1   (1 

W.    Ling- 

1000 

00 

(( 

(( 

"  Wheat 

1120'00 

1 

ham 

« 

(1 

"  Bills.  Rec. 

145000 

(( 

((     C( 

H.  Corby 

lOOO'OO 

« 

i* 

"  J.  Rimmer 

293000 

<( 

li    i( 

Stock 

8650,00 

11965,00 

11965 

00 

NOTK. — In  all  those  accounts  whose  difference  shows  an  asset  or  a  liability,  an  excess 
of  the  Dr.  side  represents  an  asset,  and  an  excess  of  the  Cr.  side  a  liuliility.  As  the 
clo.sini,'  entry  is  the  excoss  of  tlie  lartrer  over  the  smaller  side,  and  as  this  entry  is  placed 
on  the  smaller  side,  and  transferred  to  the  opposite  side  of  Balance,  it  is  evident  that 
the  transfer  in  Balance  must,  fall  on  the  sams  aide  as  the  excess  of  the  account  fnMn 
which  it  is  taken.  Hence,  if  th.^  i-xcess  be  on  the  Dr.  side,  the  transfer  entry  will  he 
on  the  Dr.  side  of  Balance,  and  if  the  excess  is  on  the  Cr.  side,  the  transfer  will  fall  on 
the  Cr.  side  of  Balance.  Therefore,  the  Dr.  side  of  Balance  contains  the  assets,  ar,d 
the  Cr.  side  tiie  liabilities. 

It  may  be  similarlv  observed  of  the  loss  and  grain  accounts,  that  the  excess,  on  what- 
ever side  of  the  account  it  is,  will  fall  upon  the  same  side  of  Loss  and  Gain  account. 
And  as  an  excess  of  Cr.  in  all  tliese  accounts  shows  a  gain,  and  an  excess  of  Dr.  a  loss, 
so  the  losses  fall  upon  the  Dr.  tiiJe  of  Loss  and  Gain  account,  and  the  gains  on  the  Cr, 
side. 


IM 


BOOK-KEEPINQ. 


DETECTION  AND  CORRECTION  OF  ERRORS. 

The  Trial  Balance  is  the  best  short  test  of  correctness  in 
posting  yet  discovered,  and  this  is  defective,  inasmuch  as 
errors  may  exist  while  the  Trial  Balance  is  apparently  entirely 
correct : — such  as  posting  to  the  wrong  account,  although  on 
the  right  side  ;  omitting  to  post  a  debit  and  a  credit  of  equal 
amount,  &c.  But  if  the  Trial  Balance  is  not  in  equilibrium, 
there  is  certainly  an  error,  which  must  be  sought  and  corrected 

Detection. — First.  See  whether  the  pencil  footings  on  the 
Ledger,  preparatory  to  taking  tlie  Trial  Balance,  are  ccjrrect,  and 
whether  the  balances  of  the  different  accounts  have  been  trans- 
ferred into  the  Trial  Balance  rightly. 

Second.  If  there  is  still  an  undiscovered  error,  examine  each 
post  separately,  checking  the  entries  in  both  Journal  and  Led- 
ger as  you  proceed,  until  you  have  been  over  the  whole  ;  and 
then  look  through  again,  to  see  if  any  amount  remains  un- 
checked, and,  if  so,  investigate  the  cause  of  the  omission. 

In  this  manner,  you  can  scarcely  fail  to  discover  the  mistake, 
provided  the  Journal  is  correct ;  but  great  care  should  be  taken 
to  see  that  the  Journal  is  in  equilibrium  before  posting,  as  any 
discrepancy  there  will  give  you  mucli  trouble  in  the  Ledger. 

CORRECTIUN. — In  the  Day  Book  (or  any  other  book  of 
original  entry),  erasures  are  inadmissible,  since  this  l^ook  is 
taken  as  evidence  in  courts  of  justice,  and  anything  obliterated 
or  erased  looks  suspicious,  and  would  probably  render  invaliil 
the  entry  with  which  it  is  connected,  and  in  some  cases  might 
even  throw  the  whole  book  out  of  court,  as  evidence  unfit  to 
receive.  Errors  in  it  should  therefore  be  corrected  by  making 
other  entries  explaining  them  ;  or  the  erroneous  entry,  if  it 
has  not  been  journalized,  may  be  marked  "  void,"  and  remain 
without  further  alteration,  a  new  and  correct  entry  being  made 
of  the  transaction. 

In  THE  Journal,  erasures  are  sometimes  admissible,  although 
it  is  generally  ad\isable  to  treat  errors  as  directed  for  the  Day 
Book. 

In  the  Ledger,  if  any  entry  be  posted  to  the  wrong  ac- 
count, make  ciphers  of  the  figures,  and  leave  the  remainder  so 
as  not  to  deface  the  Ledger  ;  then  post  the  entry  to  its  propel 
place.  If  a  wrong  amount  be  posted,  alter  it  to  the  right. 
And  if  a  duplicate  post  be  made,  make  ciphers  of  the  figures 
in  the  erroneoua  one.     If  two   accounts  be  opened  with  the 
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same  person,  close  the  one  into  tlie  other,  **  To "  or  "  By  " 
name  of  account.,  page — footing  and  ruling  oflF  the  closed  ac- 
count, as  a  settled  account ;  stating  the  particulars  of  each 
transfer  in  the  open  account. 


QUESTIONS  FOR  REVIEW. 

What  two  results  should  a  complete  set  of  accounts  furnish  the  means 
of  ascertaining  ?  In  what  way  is  the  net  capital  found  by  Sins^le  Entry  ? 
What  two  ways  does  Double  Entry  furnish  of  finding  the  net  capital  ? 
Name  the  most  iisual  kinds  of  assets — liabilities — sources  of  gain — 
sources  of  loss.  Name  the  accounts  kept  to  show  assets  and  liabilities — 
losses  and  gains.  Which  of  these  accounts  does  the  Single  Entry  Led- 
ger strictly  contain  ?  What  two  subsidiary  books  along  with  the  Single 
Entry  Ledger  will  generally  give  the  whole  of  the  assets  and  liabilities 
except  that  of  goods  uvsokl  ?  How  is  the  value  of  the  merchandise  on 
hand  ascertained  in  most  businesses,  both  in  Single  and  Double  Entry  ? 
How  does  the  Single  Entry  Ledger  differ  from  that  of  Double  Entry, 
even  when  the  former  is  supplemented  by  the  Cash  Book  and  Bill  Book  ? 
la  what  respect  chiejly  may  Single  Entry  be  considered  an  imperfect,  and 
Double  Entry  a  perfect,  system  of  account-keeping?  What  is  the  fun- 
damental principle  of  Book-keeping  by  Double  Entry  ?  Name  the  prin- 
cipal book  in  a  set  of  accounts,  and  describe  it.  State  some  advantages 
of  using  additional  books.  What  are  the  three  principal  books  used  in 
Double  Entiy  ?  Describe  the  Day  Book.  What  particulars  should  a 
Day  Book  entry  embrace  ?  Describe  the  Journal.  What  is  journal- 
izing? How  would  you  decide  when  a  personal  account  is  affected,  and 
071  luhir.h  side  ?  How  would  you  determine  when  an  account  represent- 
ing a  thing  {i.e.,  an  impersonal  account)  is  affected,  and  on  which  side? 
How  many  accounts,  at  least,  are  affected  in  one  transaction,  and  how 
many  may  be  ?  What  knowledge  is  necessary  to  enable  us  to  journalize 
intelligently  ?  Why  should  an  account  be  indexed  as  soon  as  opened 
in  the  Ledger  ?  What  entries  are  made  on  the  Dr.  and  Cr.  side  of  Stock 
account — L'ash — Bills  Receivable — Bills,  Payable — Merchandise — Ex- 
pense— James  Heaton — and  Bank  account  ?  WTiat  does  the  closing 
entry  in  each  of  the  above  accounts  show  ?  What  is  meant  by  closing 
an  account — by  closing  one  account  into  another  ?  Before  closing  Mer- 
chandise account,  or  any  speculative  property  account,  what  prepara- 
torj"^  entry  must  be  made,  if  the  property  is  not  all  sold,  before  the 
closing  entry  can  be  made  ?  What  is  the  first  thing  to  be  done  after 
the  transactions  of  a  set  have  been  posted  ?  What  is  a  Trial  Balance, 
and  how  is  it  made  out?  Although  the  Ti-ial  Balance  may  show  an 
equality  between  both  sides  of  the  Ledger,  what  chances  of  error  still 
remain  ?  How  often  should  a  Trial  Balance  be  taken  ?  In  classifjong 
accounts  what  two  grand  results  are  had  in  view  ?  'V\Tien  it  becomes 
necessary  to  mark  the  pro^5res3  of  the  business  in  some  enduring  man- 
ner on  the  Ledger,  what  must  be  done  ?  Under  what  head  are.  the 
losses  and  gains  collected  ?  Under  what  head  are  the  assets  and  liabili- 
ties collect^  ?     What  does  the  difference  between  the  two  sides  of  Los» 
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and  Gain  »oconnt  show  T  What  does  the  diflFerence  between  the  two 
■ides  of  Balance  account  show  ?  After  the  net  gain  or  net  loss,  as  the  case 
may  be,  is  carried  to  Stock  account,  what  will  the  dLfference  between 
the  two  sides  show?  What  general  principle  guides  ua,  as  to  the  words 
xoritten,  in  making  an  entry,  either  closing  or  otherwise  ?  In  entering 
the  value  of  unsold  goods  in  Merchandise  account,  why  do  we  write  the 
word  "  Balance  ?  "  Name  the  accounts  closed  into  Loss  and  Gain,  and 
those  closed  into  Balance.  Into  which  account  is  Loss  and  Gain  account 
closed  ?  Give  two  reasons  why,  when  all  the  accounts  except  Stock  and 
Balance  are  closed,  the  amount  which  closes  Stock  will  close  also 
Balance.  In  which  two  axcounU  do  we  find  the  present  net  capital  ? 
In  which  account  do  we  find  both  the  present  aiul  former  financial  ccn- 
dition  of  the  business?  Give  the  order  of  closing  tht  accounts.  Tn 
wKat  direction  does  a  closina  and  transfer  entry  respectively  point? 
^STiy  is  it  usual  and  proper  to  write  closing  entries  in  red  ink  I  Row 
do  you  proceed  to  detect  &nd  correct  errors  2 
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,  BUSINESS  SERIES. 

The  sets  which  follow,  while  serving  as  a  synthetical  unfold- 
ing of  the  science,  are  intended,  each  in  its  turn,  to  present 
8ome  speciality  of  business,  and  some  radical  feature  which 
distinctly  characterizes  its  purpose.  In  presenting  the  trans- 
actions, care  has  been  taken  to  avoid,  as  far  as  possible,  any 
proper  form  of  entry  ;  but,  at  the  same  time,  to  present  the 
fads  as  clearly  and  unmistakably  as  possible. 

They  are  intended  to  cover  a  wide  field  of  practice,  and  to 
present  sufficient  variety  of  transactions  and  enforcement  o( 
theory  to  give  the  pupil  a  clear  understanding  of  the  science. 
Each  set  is  complete  within  itself,  and  special  in  its  purpose 
and  teaching.  Its  characteristics  are  briefly  announced  at  the 
start,  and  as  its  results  only,  with  more  or  less  detail,  are  given 
at  its  close,  the  pupil  is  obliged  to  accomplish  the  work  of  the 
set  in  order  to  arrive  at  the  proper  result. 

This  mode  of  arrangement  is  calculated  to  throw  the  learner 
upon  his  c  vvn  resources,  and  rescue  him  from  the  too  common 
error  of  copying  down  the  work  without  understanding  it. 
This  feature  will  no  doubt  recommend  itself  to  all  faithful 
students. 

While  performing  the  following  work,  remember  that  the 
three  great  qualities  essential  to  success  in  Accountantship 
are  : — Acc:uRACY,  Neatness  and  Dispatch. 

^^  For  the  benefit  of  the  pupil,  and  in  behalf  of  economy 
in  the  use  of  Ledger  paper,  the  number  of  lines  required  for 
each  account  will  be  founa  immediately  after  the  set. 

This  apportionment,  it  will  be  borne  in  mind,  provides  for 
the  Ledger  heading,  and  also  for  the  necessary  space  to  close 
up  the  accSuutfi  in  due  form. 


SET  IL— GROCERY  BUSINESS. 

Omaractbristios.— Buying  and  g«lllng  for  Caah— Boslneas  adrerwe, 

St.  John's,  N.B.,  January  1st,  1877.     Invested  Cash,  $5000. 
2.  Bought  of  Geo.   Wallbridge,  for  Cash,  6  hhds.  Molasses, 
3500  gals.,  at  40c.,  $1400. 

OAunoH.— In  transcribing  »  iet  to  your  Day  Book,  lear*  the  ooluron  l»l»nk  for  Uta 
<ai«rtlon  <tl  your  own  (olios- 
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3.  Sold  Thos.  Goin,  for  Casli,  S  hhds.  Molasses,   2100  gals., 

at  35c.,  $735. 

4.  Sold  C.  P.  Holton,  for  Cash,   1  hhd.  Molasses,  700  gals., 

at  45c.,  $315. 

5.  Sold  W.  B.  Kobinsoii,  for  Cash,  1  hhd.  Molasses,  700  gals., 

at  40c.,  $2B0. 

6.  Paid  Expenses  in  Cash,  $175. 

Capital  at  commencing,  $5000. 

Net  Loss,  $245. 

Capital  at  closing,  $4755. 

The  folloicing  are  the  Ledger  accounts  for  this  set,  with  the  num- 
ber of  lines  required  for  each  : — 

,  Set  II.— Stock,  6  ;  Cash,  7  ;  Merchandise,  7  ;  Expense, 
B  ;  Loss  AND  Gain,  6  ;  Balance,  5, 


SET  III. —DRY  GOODS  BUSINESS. 

DHARAcrrRRTSTics. — Buying  and  selling  for  Cash  and  on  Personal   Account -Buaineaa 
prosperous. 

Kingston,  January  12tli,  1877.     Invested  in  business,  Cash, 

$4755  ;  Merchandise,  $2000. 
13.   Bought  of  Muir  &  Co.,  Montreal,  on  3  months'  credit,  4 

cases,  5200  yds.  Muslin,  at  20c.,  $1040. 
16.  Sold  Geo.   Brown,  on  acc't,   1  case  Muslin,  1300  yds.,  at 

25c.,  $325  ;  12  ps.  Tweed,  420  yds.,  at  $1.25,  $525. 

16.  Bought  of  Walker  &  Son,  for  Cash,  3   cases  Prints,  3210 

yds.,  at  lOc,  $321 ;  and  4  cases  do,  $3500  yds.,  at  15c., 
■  $525. 

17.  Sold  H.  Warren,  on  acc't,  6  ps.  Tweed,  210  yds.,  at  $1.25, 

$262.50. 

18.  Sold  J.  S.  Miller,  for  Cash,  2  cases  Prints,  2140  yds.,  at 

12ic.,  $267.50 ;  and  2  cases  Muslin,  2600  yds.,  at  25c.. 
$050. 

19.  Bought  of  Geo.  Brown,  on  acc't,  3  cases  Prints,  3690  yds., 

at  $1 2c.,  $442.80. 
^0.  Received  from  H.  Warren,  Cash  to  balance  acc't,  $262.60 
•22.  Paid  sundry  items  of  expense,  $120. 
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Merchandise  remaining  unsold,  valued  at  $3500. 

Capital  at  commencing,  $i5755. 
Net  Gain,  $10S1. 20. 
Capital  at  closing,  $7836.20. 

Ledger  accounts  and  num.ber  of  lines  required  for  each  : — 

Set  III. — Stock,  6  ;  Cash,  8  ;  Merchandise.  11  ;  Mutr  & 

Co.,  6  ;  Geo.  Brown,  6  ;  H.  Warren,  6  ;  Expense,  6  ;  Loss 

AND  Gain,  7  ;  Balance,  10. 


REMARKS  ON  NOTES  AND  BILLS. 

A  new  feature  in  connection  with  the  work  of  the  following 
sets  is  the  computation  of  interest  on  notes  and  bills.  The 
pupil  must  not  forget  that  three  days'  grace  are  allowed  on  all 
notes  and  bills,  except  those  payable  on  demand.  Those  pay- 
able at  sight,  as  well  as  those  payable  after  sight,  or  after  date, 
are  subject,  in  Canada,  to  this  rule. 

In  reckoning  the  number  of  days  between  one  date  and 
another,  the  day  of  the  first  date  is  excluded  from,  and  the  day 
of  the  last  is  included  in,  the  calculation.  Thus,  if  we  wish  to 
know  the  number  of  days  from  Sejitember  29th  to  December 
1st,  it  is  evident  that  from  the  29th  to  the  30th  is  one  day. 
We  have,  therefore, 

In  September  1  day. 
"  October      31  days. 
*♦  November  30     " 
**  December    1  day. 


63  days. 


A  note  made,  or  draft  accepted,  on  the  30th  September,  at 
60  days,  will  become  nominally  due  on  the  29fcli  November,  but 
legally  due  on  the  2nd  December.  As  the  first  day  reckoned 
is  the  day  after  the  date  of  making  or  accepting,  there  are  no 
days  to  count  in  September.  Therefore,  we  have, 
In  Oct.  31  days.  In.  Oct.  31  days. 

**  Nov.  29     "     nominally  due.    "  Nov.  30     " 

«  Dec.    2     "    legally  due 

60  day*.  63  days. 
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When  the  time  is  expressed  in  months,  calendar  months  are 
always  understood,  and  the  note  or  bill  becomes  nominally  due 
in  the  last  month  of  its  term  upon  the  day  corresponding  with 
its  date,  but  really  payable  three  days  after.  Thus,  a  note 
dated  the  hrst  day  of  any  month  becomes  nominally  due  on  the 
lirst  day  of  some  succeeding  month,  and  legally  due  on  the 
fourth.  If  the  last  month  of  the  term  does  not  contain  a  cor- 
responding day  to  that  of  the  date  of  the  note,  then  the  note 
will  be  nomnially  due  on  the  last  day  of  the  last  month  of  the 
term.  Thus,  four  notes,  at  one  moiith,  and  dated  respectively 
January  28th,  January  29th,  January  30th,  and  January  31st, 
1877,  would  all  become  nominally  due  on  the  28th  February, 
and  legally  clue  on  the  3rd  March.  When  the  last  day  of 
grace  falls  on  a  Sunday,  or  any  legal  holiday,  the  note  is  pay- 
able on  the  following  day. 


SET  IV.— PRODUCE  BUSINESS. 

CbaRACTSRISTics. — Buying  and  selling  for  Cash  and  on  Notes — Interest  taken  Into  con- 
sideration— Commencing  witU  both  llesourccs  and  Liabilities,  effecting  a  Gain,  and 
closing  with  [..urease'-  Capital. 

KoiK.— 'Ths  pupil  will  work  out  the  Interest  on  all  notes  requiring  it. 

April  2nd,.  1877. 

I  commence  business  to-day  with  the  following : — 

Resources. 

Cash  on  hand $1500  00 

S.  Clare's  Note,  my  favor,  at  six  months, 
from  Dec.  2nd,  1876,  with  interest  at  7 

per  cent. 2500  00 

Int^jrest  due  to  date*        -         -         -        -         58  01 

Liability. 

■  I  owe  on  my  Note,  favor  of  Charles  Web- 
ster, dated  Feb.  3rd,  1877,  at  four  months     $558  33 

5.  Bought  of  Thos.  Wills,  for  Cash,   600  bush.   Wheat,  at 

$1.50. 
4.  Sold  Robert  Wells,  on  his  Note,  at  30   days,   400  bush. 

Wlieat,  at  $2. 


'•  This  item  of  intereH  being  an  asset  at  the  opening,  the  proprietor's  Capital  acconnt 
must  be  crtdited  with  it,  either  unJei  hi?!  own  raine,  or  Stock,  or  Capital.  The  d^bit 
may  he  disposed  of  in  several  ways.  \\<i  may  «ilher  vlel'il — Ist,  S.  Clare  ;  2nd,  Interest 
Receivable  ;  or  Srd,  Interest.  The  last,  althnugh  theorerioally  open  to  objection,  is  the 
simplest,  and  the  one  commonly  adopted.    The  pupil  can  take  his  choice. 
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6.  Prepaid  my  Note,  favor  of  Charles  Webster.  Face  ol 
Note,  $558.33.  Discouut  off,  61  days  at  7  per  cent., 
$6.53.     Proceeds  paid  in  Cash,  $551.80.* 

11.  Received  Cash  of  S.  Clare,  iu  full  for  his  Note  and  interest. 

Face  of  Note,  $2500.     Interest  due  to  date,  $62.33.t 

1 2.  Sold  James  AYhy te,  on  his  Note  at  30  days,   1 00  bush. 

Wheat,  at  $1.75. 

13.  Robert   Wells   prepaid  his  Note  to-day.     Face  of  Note, 

$800.    Discount  off,  24  days,  $3.68.    Proceeds  received 
in  Cash,  $796.32. 

14.  Gave  George  Warren  my  Note,  at   10  days,  for  rent  oi 

store,  $80. 

16.  Took  out  for  private  use,  $30. 

17.  Sold  A.  B.  Smith,  for  Casli,  20  bush.  Wheat,  at  $1.50. 
Inventory  of  Goods  unsold — 80  bush,  of  Wheat, 

valued  at  $1.25,  $100. 

Net  Capital  at  commencing,  $3499.68. 

Net  Gain,  $132.17.     Net  Capital  at  closing,  $3601.85. 

Ledger  Accounts  and  number  of  lines  required  for  each : 
Stock,  5  ;  Private  Account,  4  ;  Cash,  7  ;  Bills  Receiv- 
able, 6  ;  Bills  Payable,  6 ;  Merchandise,  6  ;  Interest,  6; 
Expense,  4  j.Loss  and  Gain,  6;  Balance,  6. 

*  In  this  instance  we  pay  the  note  before  due,  and  discount  is  allowed  us.  Interesl 
account  is  deljited  for  the  cost  of  the  us"  <j/  money  rectivi-dhxj  us,  and  credited  foi 
returns  for  the  use  of  money  granted  by  us.  By  paying  tue  money  before  it  ia  due  wt 
ffive  Charles  Webster  the  Uke'o/it  61  days  before  he  is  entitled  to  it,  aad/ar  thU  ute  th» 
allowance  is  made  to  us.     Hence  the  Journal  eutry  is — 

Bills  Payable,  Dr.     $558  33 

Cash,  Cr.  t65l  SO 

Interest,         "  6  63 

t  Our  mode  of  proceeding  here  wid  depend  upon  what  we  did  with  the  interest  due 
up  to  April  and.     If  we  debited  Interest,  the  Joui  i!::l  enriy  is— 
Cash,  Dr.  $2502  82 

Bills  Receivable,        Cr.  82500  00 

Interest,  "  62  33 

If  we  debited  Interest  Receivable,  our  Journal  entry  will  ba— 
Caeh,  Dr.  $2502  33 

Bills  Receivable,        Cr.  $2500  00     ' 

Interest  Receivable,    "  6S  01 

Interest,  "  4  32 

Or,  we  may  first  debit  Interest  Receivable  with  the  Interest  accrued  Hnc«  th»  opening 
of  the  books,  thus — 

Interest  Receivable,  Dr.        $4  BS! 

Interest,     Cr.  e*  32 

Ani  then  say- 
Cash,  Dr.  92562  S3 

Bills  Receivable,        Cr.  $2500  00 

Interest  Receivable.    "  62  33 

If  we  debited  8.  Clare,  proceed  as  above,  substituting  S.  Clare  for  Interest  Receivable. 
Tlie  thoughtful  pupil  will  observe  that  all  these  methods  cnme  to  the  same  t>.ttig 
The  only  difference  is  in  the  manner  of  treating-  the  interest.     The  same  ultimate  rttult 
U  produced  in  the  Interest  account,  viz.:  a  gain  of  $1.32  for  interest  on  the  uote  sines 
tb«  op«ninf  of  the  booka. 
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SET  v.— FURNITURE  BUSINESS. 

Charactkristicb. — Baying  and  selling  for  f^ash,  on  Personal  Account  and  on  Notoa- 
liiterest  taken  into  consideration— Commeneitii?  with  a  Net  Capital,  sustainint,'  i 
Loss  greater  than  Capital,  and  closing  Insolvent. 

Books  osbd. — i^ay  Book,  Joukn*l,  Lbdgeb,  and  Bili  Book 
See  form  of  Bill  Book,  at  the  end  of  set. 

•  Ottawa,  March  1,  1877. 

Leased  a  store  of  T.  B.  Dean,  at  $600  per  annum,  and  com- 
menced the  Furniture  Business,  investing  as  follows  : — 

Cash,  $1800.  Stock  of  Furniture  on  hand,  81500,  Nott 
against  A.  Overell,  for  $750,  d?ted  January  17th,  1877,  at  two 
months.     Total  investment,  $4050. 

Bought  of  G.  S.  Tickell,  Belleville,  on  one  month's  credit, 
15  Carved  Rosewood  Centre  Tables,  at  $50  ;  6  doz.  do  Arm 
Chairs,  at  $60.     Total,  $1110.  # 

2.  Sulci  W.  R.  Barber,  on  his  Note  at  15  days,  10  Carved 
Rosewood  Chairs,  at  $8  ;  1  do  Centre  Table,  $75  ;  1 
Gothic  Hall  Stand,  $25.  Total,|180. 
•3.  Bougiit  of  Jakes  &  Hayes,  Toronto,  on  acc't,  10  sets 
Enamelled  Furniture,  at  $75  ;  6  do  Black  Walnut,  at 
$150;  10  Extension  Dining  Tables,  at  $25.  Total, 
$1900. 

5.  Sold  W.  H.  Sherman,  for  Cash,  1  set  Enamelled  Furniture, 

$100  ;  1  Extension  Dining  Ta])le,  $40  ;  8  Carved  Rose- 
wood Chairs,  at  $8.     Total,  $204. 

6.  Sold  W.  W.  Jones,  on  his  Note  at  1  month,  with  interest  at 

6  percent.,  1  set  Enamelled  Furniture,  $100;  1  Extension 
Table,  $40  ;  1  Dressing  Bureau,  $35  ;  1  Rosewood  Tete- 
a-tete,  $50  ;  1  Gothic  Hall  Stand,  $28  ;  1  Card  Table, 
$5  ;  1  French  bedstead,  $22  ;  1  Cottage  Bedstead,  $15. 
Total,  $295. 

"  Settk-d  with  Jakes  &  Hayes,  by  giving  them  my  Note  at 
1  month,  with  interest  at  9  per  cent.,  in  full  of  account, 
$1900. 

9.  Buught  of  J.  B.  Ashley,  on  my  Note  at  10  days,  15  Black 
Walnut  Bookcases,  at  $60  ;  2  doz.  do  Arm  Chairs,  at 
$60  ;  20  Curled  Hair  Mattresses,  at  $20  ;  20  Double 
leaf  Secretaries,  at  $35  ;  25  Music  Racks,  at  $5.  Total, 
12245. 
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tO.  Sold  G.  W.  Maybee,  on  acco'uit,  1  Carved  Rosewood  Cen- 
tre Table,  $60  ;  2  doz.  do  Arm  Chairs,  at.  $50  ;  1  set 
Enamelled  Furniture.  $80  ;  1  Black  Walnut  Sofa  Bed- 
stead, at  $50;  2  Extension  Tables,  at  $3<)  j  2  Gothic 
Chairs,  B.  W.,  Stufifed,  at  $15 ;  1  Easy  Eocke^,  $12. 
Total,  $392. 

12.  Bought  of  Jakes  &  Hayes,  on  3  months'  credit,  an  assort- 
ment  of  Furniture,  amounting,  pev  invoice,  to  $3500. 
"    Paid  Cash  for  Insurance,  $125. 

15.  ^iold  S.  G.  Beatty,  for  Cash,  2  Black  Walnut  Bureaus,  at 
$30  ;  1  Kosewood  Parlour  Set,  $400  ;  1  Enamelled  Bed- 
room Suite,  $200 ;  1  Single  Bedstead,  $8  ;  1  Quartette 
Table,  $9  ;  1  Ladies'  Arm  Chair,  $12  ;  1  Black  Walnut 
Library  Bookcase,  $75.     Total,  $764. 

>6.  Sold  S.  Clare,  for  Cash,  1  Carved  Rosewood  Secretary, 
$120  ;  3  Patent  Spring  Beds,  at  $60  ;  1  Walnut  Centre 
Table,  $50;  2  Rosewood  Bureaus,  at  $40;  2  Arm 
Chairs,  at  $10;  2  "Sleepy  Hollow"   Chairs,   at  $25; 

1  Black  Walnut  Parlour  Suite,  $300  ;  1  Side  What-not, 
$9.     Total,  $809. 

17.  Paid  Cash  for  three  mouths'  rent,  $150  ;  Advertising,  $25. 
"    Bought  of  Jakes  &  Hayes,  on  acc't.  Furniture  amounting, 

per  invoice,  to  $2150; 
**    Bought  of  H.  W.  Huifman,  on  my  No'te,  at  3  months,  Fur- 
niture amounting  to  $550. 
"    Received  from  G.  W.  Maybee,  Cash  on  acc't,  $150. 

19.  Sold  W.  Johnston,  on  his  Note  at  3  months,  1  Hall  Stand, 

$5  ;  6  Parlour  Chairs,  at  $3.50  ;,  1   R.  W.  Tete-a-tete, 
$30  ;  1  Black  WalnufSota,  $30  ;  1  largt;"Di)iing  Table, 
$14;    1  Piano  Stool,  $8;  1   Music  Rack,  $5.     Total, 
$113. 
"    Sold  Warner  Bros.,  for  Cash,  2  Bedroom  Suites,  at  $50.60  ; 

2  Rosewood  Parlour  Suites,  at  $200.     Total,  $501.20. 

20.  Received  from  G.  W.  Maybee,  Cash  in  full  of  acc't,  $242. 
"    Received  from  A.  Overell,  Cash  in  full  for  his  Note  of  Jan. 

17th,  $750. 
24.  Sold  H.  Corby,  on  acc't,  20  doz.  Kitchen  Chairs,  at  $8 ; 

10  doz.  Rush-bottom  Chairs,  at  $18.     Total,  $340. 
28.  Bought  of  Smith  &  Co.,  Kingston,  on  Note  at  3  months, 

assortment  of  Furniture  amounting,  as  per  invoice,  to 

$1500. 
April  2.  Paid  G.  S.  Tickell,  Cash  on  acc't,  $500. 
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9.  Received  from  W.  W.  Jones,  Cash  in  full  for  his  Note  of 
the  6th  ult.,  and  interest  thereon  to  date,  at  6  per  cent. 
Face  of  Note,  $295.     Interest,  $1.62. 
"   Paid  my  Note  of  9th  ult.,  favour  of  J.  B.  Asliley,  with  in- 
terest at  6  per  cent,  for  time  overdue,  18  days.     Face 
of  Note,  82245.     Intere.=t,  ^Q.7L* 
1%  Paid  Salaries,  $180;  Sundry  Expenses,  $25. 
1  fi.  Paid  my  Note  of  6th  ult.,  favour  of  Jakes  &  Hayes,  with 
interest  to  date.     Face  of  Note,  $1()09.     Interest,  $19. 
Inventory  of  Merchandise  unsold,  $5336.34. 

Net  Capital  at  commencement,  $4050,      .• 
Net  Loss,  $6049.58.  C-i^ 

Net  Insolvency  at  closing,  $1999.58!;^ 

Ledger  accmints  and.  number  of  lines  required  for  each  : 
Stock,  6  ;  Cash,  12  ;  Merchandise,  12  ;  Bills  Receit- 
ABLE,  8 ;  Bills  Payable,  S  ;  G,  S.  Tickell,  5  :  Jakes  & 
Hayes,  6 ;  G.  W.  Maybee,  5  ;  H.  Corby,  5 ;  Exi"^ense,  8 ; 
Interest,  5 ;  Loss  and  Gain,  8 ;  Balance,  7. 


BILL  BOOK. 

All  necessary  erplanations  of  the  Bill  Book  are  made  by 

the  headings  of  the  diiferenb  columns.    It  is  so  simple  that  the 
pupil  will  see,  by  inspection,  its  utility. 

It  will  be  observed  that  the  Bills  entered  in  the  following 
forms  are  taken  from  the  transactions  of  Set  Y.,  and  hence 
the  notes  on  hand  and  notes  outstanding,  as  shown  by  Bills 
carried  down,  will  be  found  to  agree  with  the  balance  shown  in 
the  proper  Ledger  accounts. 


*  In  business  calculations,  It  Is  not  customar?  tn  enter  fractions  of  a  cent  upon  the 
•ccount  hooks,  consequently  in  all  computations  throui.'-houl  tlie^^e  scU  wht-re  a  fraction 
of  a  cent  less  than  one-hair  occurs,  we  take  uo  >iotic«  of  it.  but  where  a  fraction  ol  hali 
a  cent  or  more  occurs,  we  call  it  one  cent. 
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INSTRUCTIONS—SET  VI. 

T!.c  five  previous  Sots,  by  Double  Entry,  have  all  been 
worked  out  on  the  old  Italian,  method.  Anotlier  form  of  entry 
will  now  be  introduced,  which  is  extensively  adopted  in  all 
l)ranches  of  business.  It  combines  the  Day  Book  and  Journal 
in  one  book,  usually  denominated  the  Journal  Daj'  Book. 

The  Day  Book  and  Journal  entries  are,  by  this  method,  in- 
timately connected  in  such  a  manner  that  they  are  at  all  times 
I'eady  for  posting,  and  as  one  book  is  entirely  dispensed  -with, 
much  xuTinecfssary  writing  is  avoided. 

Altiiough  more  difficult  to  the  beginner,  he  will,  if  he  fully 
understands  the  work  he  has  already  gone  over,  by  closely 
observing  the  form  of  entry  on  pages  158  and  159,  soon  be 
enabled  to  enter  pro]iei-ly  any  transaction  as  readily  as  by  the 
method  already  presented.  Until  he  becomes  familiar  with  this 
mode  of  entry,  he  should,  before  entering  a  transaction,  make  all 
calculations  respecting  it  on  his  slate  or  a  loose  sheet  of  paper. 

Many  of  the  transactions  are  similar  to  iho^e  of  the  preced- 
ing Sets,  and  need  no  additional  explanation.  Those,  hoAvever, 
of  the  folio  whig  dates  introduce  new.  features,  and  require 
explanation. 

Jan.  2.  In  dealings  Avith  the  Bauk,  dehit  it  with  amounts  deposited, 
and  credit  it  with  ^nKjimts  withdrawn  per  check. 

Jan.  4.  T.  C.  Kerr  &  Co.  have  not  piu-cliascd  this  Case  of  Tweed,  but 
have  merely  accepted  it  to  sell  for  us,  and  will  hold  it  subject  to  our 
order  imtil  sold  or  recalled.  They  do  not  owe  us  for  the  goods,  and 
should  not,  thei-efore,  he  charged  with  them. 

The  name  "  Shipment  "  is  applied  to  such  transactions,  and  in  order 
that  a  proper  account  may  be  kept  with  each,  the  consignees''  name  or 
place  of  residence  should  be  attached  and  the  shipments  numltered. 
Tlu's  account  may  be  named  "Shipment  to  Kerr  &  Co.,  No.  1,"  or 
■'  Ship't  to  Hamilton,  No.  1."  It  sliould  be  dehited  for  tlie  full  value  of 
the  goods  and  for  all  charges,  thus  :  Slup't  to  Kerr  &  Co.,  No.  1,  Dr. 
$5.30.50.     To  Mdse,  .^5.25,  and  To  Cash,  $11.50. 

.Tax.  6.  As  Interest  and  Discount  are  the  same  in  nature  and  effect, 
both  representing  the  use  of  money,  and  indicating  the  amount  paid  or 
received  for  it,  we  do  not  deem  it  necessary  to  keep  separate  accounts 
for  tiiem  ;  therefore,  post  both  under  the  same  heading — Intkrest. 

In  order  to  get  a  note  discounted  at  a  bauk,  it  must  be  pi'operly  en- 
dorsed. This  note  lias  been  discounted,  and  cash,  §498.68,  received. 
The  Ijank  kept  tlie  bahmce,  $1.32,  for  the  use  of  tlie  money  until  the 
note  falls  due.  Tlie  .Tf)urnal  entry  slionld  be  as  follows  :  Casli,  Dr. 
$498.18;  Interest,  Dr.  $1..32.     To  BilU  Receivable,  $500. 

Cash  was  received.     Discount  wn?  allowed  or  paid  ;  Tiherefore,  Cash 
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and  Interest  shonid  be  debited,  «nd  m  the  Bill  wm  piuied  with,  BIIIb 
Receivable  should  be  credited. 

Jait.  8.  This  Tweed  has  merely  been  received  from  T.  Broym  k  Go. 
for  sale  on  their  account  and  risk,  and  as  we  have  not  purchased  the 
goods,  T.  Brown  &  Co.  should  not  be  credited.  The  name  ''  Consign- 
ment" ia  usually  given  to  property  received  for  sale  on  account  and  risk 
of  the  shipper.  In  order  to  distinpiish  between  different  consignments, 
the  shipper's  name  should  be  preilxed  and  each  one  numbered.  This 
account  may  be  called  "Brown  &  Co. 'a  Consgt.,  No.  1,"  or,  as  i»ome 
merchants  term  it,    "  Brown  &  Co.'s  Sah'.s,  No.  1." 

The  account  is  debited  for  aU  charges  paid  on  it  when  received,  and 
for  all  costs  accruing  thereon  while  in  your  possession,  and  credited  for 
aU  its  incomes  anil  sales.  It  should  be  journalized  as  follows  :  T.  Brown 
&  Co.'s  Consgt,  No.  1,  L>r.  $12.40.     To  Cash,  $12.40. 

Jan.  9.  A.  B.  Campion  owes  us  on  account,  and  we  have  gi^.*fl 
Niclnnes  Bros,  a  draft  on  him,  expecting  Campion  to  pay  it  when  it  fall* 

due. 

r>  I-,    n/Tj  J   _  J  ,.  A     x>    i  Or,  first  debit  Mdse  to  McTnnes  Bros., 

DeoU    Mdse   and  eredtt  A,   B.  1       ',    ,-  j  i-,    \r  t  x.  4.     a 

.-,        ■  <  and   tnen    debit  Mclnnes  Bros,  to  A. 

Campion.  i  n   ,•^        ■ 

^  I  D.  Campion. 

In  Journalizing  Drafts  issued  or  received,  observe  the  following 
Rule. — Credit  the  person  or  bank  you  draw  on,  because  that  person  or 
bank  pays  an  amount  on  your  account. 

Debit  the  person  who  draica  on  you,  because  yoa  pay  a  certain  ajiwutU 
on  hie  account. 

Jax.  1 1  The  acceptance  of  this  3>raft  is  the  same  in  effect  as  paying 
J.  G.  MacKenzie  &  Co.  $400  by  Note.  It  is  agreeint;  to  pay  the  Draft 
by  writing  the  word  "  Accepted  "  across  its  face,  and  signing  your  name. 
When  a  Draft  is  accepted  by  you,  debit  the  per/ion  who  draws  on  you, 
or  the  person  on  whose  account  the  acceptance  is  given,  and  credit  Bills 
Payable. 

The  Draft  on  Campion,  of  the  9th  inst.,  was  discounted  to  Mclnnes 
Bros.,  by  the  bank,  ami  when  presented  to  Campion  he  refused  to  accept 
it.  The  bank  then  had  it  protested  for  non-acceptance,  and  retvirned  it 
feo  us  for  payment.  As  we  credited  Campion  with  the  Draft  when  we 
drew  (*!  him,  we  must  now  debit  liim  with  the  same  amount.  He  re- 
fu.sed  to  assume  the  responsibility  respecting  the  Draft,  and  should  not, 
therefore,  be  charged  Avith  the  protest  fee.  The  entry  should  be  as  foi- 
\ows  :  A.  B.  Campion,  Dr.  $225,  the  amount  previously  placed  to  his 
rrodit.  Loss  and  Gain,  Dr.  $1.06.  the  amount  of  protest  fee.  Cash, 
Cr.  $226.06,  the  amount  of  cash  paid. 

Jan.  19.  See  explanation  of  the  6th.  Having  indorsed  this  Note 
before  discounting  it,  we  became  responsible  for  its  payment,  in  case  it 
was  not  paid  by  the  maker.  As  he  does  not  pay  it,  and  the  Note  is 
allowed  to  go  to  protest,  the  bank  looks  to  ?w  for  payment  of  the  Note, 
together  with  the  protest  charges.  We  do  pay  it,  and,  holding  the  pro- 
tested Note  as  evidence  of  the  fact,  charge  the  maker  (or  person  froas 
whom  received)  with  the  full  amount  paid  on  his  behalf.  The  Journal 
entry  will  therefore  be:  P.  R»  Sanderson,  Dr.  $501.06.  To  6a:u(, 
$501'.  Uo. 
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Jan,  20.  Having  diapoaed  of  the  goods  belonging  to  Browa  &  Co.  'i 
consgt,  we  fiud  that,  after  deducting  all  charges,  we  have  in  our  p,os- 
session  $4446.60  belonging  to  T.  Brown  <%  Co.,  for  which  we  sccaid  give 
them  credit.  Commission  should  be  credited  for  the  amount  it  Laa  pro- 
duced. Journal  entiy :  Thos.  Brown  &  Co.'s  Consgt,  Dr.  $4537.60.  "  To 
Commission,  $91.     To  Thos.  Brown  &  Co.,  $4446.60. 

Jan.  26.  Notes  are  frequently  renewed  in  this  way,  when  it  is  found 
inconvenient  to  pay  the  whole  amount  at  the  time  of  maturity.  Bills 
Receivable  is  debited  for  the  amount  of  the  new  uote  received,  $1040.66. 
Interest  is  credited,  $40.66,  and  Bills  Receivable  is  credited  for  the  face 
of  the  old  note  parted  with,  $1000. 

Jan.  27.  See  explanation  of  the  6th.  The  only  difiFerence  between 
this  transaction  aud  that  of  the  6th  inst.  is  that  the  net  proceeds  <-i  the 
Note,  instead  of  being  taken  away,  are  left  to  our  credit  in  the  Bank. 
In  making  the  entry  debit  the  Merchants'  Bank  for  the  amount  left  on 
deposit,  $2425. 75 ;  UKBiT  Interest  for  the  amount  paid  or  allowed  for 
the  use  of  the  money,  $11.75  ;  and  chedit  Bills  Receivable  for  the  face 
of  the  Note,  $2437.60. 

Jan.  29.  Cash  is  debited  for  the  total  amount  received,  $501.06,  and 
P.  R.  Sanderson  credited.  It  is  customary  ic  business  to  consider  a 
check  received  the  same  as  cash.  Being  payable  ou  deraand,  the  caeh 
is  received  as  soon  as  it  is  presented  at  the  Bank,  or,  if  we  have  an  ac- 
count at  the  Bank,  the  amount  is  placed  to  our  credit  as  Cash  deposited.  ■ 

Accmmts  to  be  opened  : 

George  Wilson,  5j  Henry  CuMisnNOs,  5 ;  Cash,  24 ; 
Merchants'  Bank,  13  ;  Bills  Receivable,  10  ;  A.  R. 
McMaster,  6 ;  J.  G.  McKenzie  i;  Co.,  6 ;  A.  B.  Campion, 
7  ;  D.  E.  FuLFORD,  7  ;  Gordon  McKay  &  Co.,  6  ;  P.  R. 
Sanderson,  5  ;  Thomas  Brown  &  Co.,  5  ;  J.  C.  Kerr  &  Co., 
6 ;  T.  Brown  &  Co.'s  Consgt  No.  1,5;  Merchandise,  24  ; 
Shipment  to  Kerr  &  ('o.,  No.  1,6;  Shipment  to  Kerr  & 

Co.,  No.  2,  5  ;  CoM-ftllSSlON,    5  ;  INTEREST,   6  ;  EXPENSE,    13  ; 

Loss  AND  Gain,  9  ;  Balance,  16. 


SET  VL 
Thk  Books  to  be  usbd  i»r  working  this  Sbt  arb, — Day  Btx)& 

.  AND    JoURNAIi    OOMBiyKD,   BilUBoOk,  AN1>  LkDGKH. 

^>SAKA0TKai8TioB.  -This  Pet  U  Intended  to  illustrate  the  principles  of  »  siniple  Coroml»- 
gion  in  connection  with  a  General  Merchandise  busiuoss ;  al-i,  the  piving  iind  rBO«l»- 
hur  of  Nows,  drftwiu^  and  accepting-  I'rafts,  and  .node  of  ireaiiisjr  them  when  they 
fall  duo — Drawing;  suid  reoeivlui;  Checlis,  and  keopiug-  a  baju.  Aocoutit  in  the 
Ledger. 
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SET  VL 

TWO  PAIi'TKKki*. 

1877.  .T-%' 

Jan.  1st.  George  Wilson  and  H^Biiy  Cumniings  have  this  day 
entered  into  partnership  as  Diy  Croods,  Gropeiy  and  Commis- 
sion Merchants,  under  the  firm  name  of  *'  Wilson  I'C  Cummings," 
renting  store  and  fixtures  from  A.  Petri.e,'  at  $900  per  anivum, 
and  agreeing  to  share  gains  and  losses  in  propurtiou  to  capital 
invested. 

George  Wilson  invests  ;— 

Ca^h,  as  per  C.  B.,  $2,800  ;  Stock  of  Merchandise  from  a 
former  business,  $3,000 ;  P.  R.  Samh^rson's  Note,  at  three 
months,  from  October  15th,  1876,  fur  ^500. 

Henry  Cummings  invests  : — 

Cash,  as  per  C.  B.,  $3,000  ;  W.  J.  Peterson's  Note,  at  six 
months,  from  July  23rd,  1876,  hearing  interest  at  8  per  cent., 
for  $1,000  ;  Interest  accrued  to  date,  $35.51. 

2.  Bought  of  A.  R.   INfc Master,   Toronto,   on  acc't,  4  cases, 

5,200  yds..  Muslin,  at  20c.,  $1,040;  deposited  in  bank, 
$4,000.     Cash  sales  this  day,  $170.50". 

3.  Bought  of  J.  G.   McKenzie  &  Co.,  Montreal,  on  acc't,  3 

cases  Prints,  3210  yds.,  at  lOc,  $321 ;  4  cases  do,  3,500 
yds.,  at  15c.,  $525  ;  total,  $84G.  Paid  for  Repairs, 
$50.40  ;  Freight  and  Drayage,  $10.60.  Cash  sales  this 
day,  $320. 

4.  Shipped  T.  C.  Kerr  &  Co.,  Hamilton,  to  be  sold  on  our 

account  and  risk,  1  case  Tweed,  10  pieces,  350  yds.,  at 
$1.50,  $525.  Paid  Insurance  on  same,  $11.50.  Cash 
sales  this  day,  $240.70. 

5.  Sold  A.  B.  Campion,  on  acc't,  1  case  muslin,  1,300  yds.  at 

25c.,  $32S'|  12  pieces  Tweed,  420  yds.,  at  $1.25,  $525  ; 
total,  $850.  Paid  for  printing  Bills,  $8.40,  Cash  sales 
this  day,  $324.20. 

6.  Ha!  P.  R.  Sanderson's  Note  of  Oct.   loth,  discounted  at 

Merchants'  Bank — face  of  Note,  $500;  Discount' off  for 
unexpired  time,  12  days,  at  8  per  cent.,  $1.32  ;  Cash 
received,  $498.68.  Paid  Cartage,  $1.50. 
8.  Received  from  Thos.  Brown  &  Co.,  Montreal,  to  be  sold 
on  their  account  and  risk,  6  cases,  100  pieces,  Tweed, 
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'■  3,250  yds.,  at  $1.20,  $3900.  Paid  Freight  aud  Dray- 
f  age  on  same,  $12.40.  Deposited  in  Bank,  $2,000. 
Bought  of  A.  B.  Campion,  on  acc't,  10  chests  Gunpowder 
Tea,  1,250  lbs.  net,  at  60c.,  $625.  Cash  sales,  $325.30. 
9.  Bought  of  Mclnnig  Bros.,  Hamilton,  7  pieces  Canadian 
Tweed,  225  yds.,  at  $1,  $225.  Gave  in-  payment  my 
Draft,  at  10  days  sight,  on  A.  E.  Campion,  payable  at 
the  Merchants'  Bank,  for  the  full  amount.  Paid  Freight, 
$8.40. 

10.  Sold  D.  E.  Fulford,  Kingston,  on  acc't,  1  case  Prints,  930 

yds.,  at  12|c.,  $116.25;  2  pieces  Canadian  Tweed,  64 
yds.,  at  $1.25,  $80  ;  total,  $196.25.  Paid  for  cleaning 
store,  $4,50  ;  for  Wood,  ?60.     Cash  sales,  $425.65, 

11.  Remitted  J.  G.  McKenzie  &  Co.,  Montreal,  Cash  on  acc't, 

$446,  and  our  Acceptance  at  10  days'  sight  for  the  balance 
of  their  account,  $400.  Paid  for  Advertising,  $20.40. 
The  Draft  given  Mclnnis  Bros,  on  A.  B.  Campion,  has 
I  been  protested  for  .non-acceptance,  and  returned  to  us, 
by  the  Merchants'  Bank.  Paid  the  face  of  the  Draft 
and  protest  fee  in  Cash,  $226.06. 

12.  Bought  of  Gordon,  Mackay  &  Co.,  Toronto,  on  acc't,  10 

pieces  Scotch  Tweed,  350  yds.,  at  $1.30,  $455.  Ac- 
cepted A.  R.  McMaster'e  Draft  of  the  8th  inst.,  payable 
10  days  after  date,  at  the  Merchants'  Bank,  in  Toronto, 
for  $500. 

13.  Sold  A.  B.  Campion,  for  his  Note  at  three  months,  1  case 

Prints,  840  yds.,  at  12ic.,  .$105,  Paid  Gordon,  Miickay 
&  Co.,  in  full  of  account,  per  check,  $455. 
16.  Bought  of  J.  G  McKenzie  &Co.,  Montreal,  10  cases  Cana- 
dian Tweed,  120  pieces,  3,720  yds.,  at  $1,  $3,720.  Gave 
in  ])ayment  our  Note  at  30  days  for  $2,000,  check  for 
$720,  balance  to  remain  on  account.  Cash  sales  this  day, 
$340.50. 

16.  Sold  A.  B.  Campion,   for  Note  at   30  days,   from  Thos. 

Brown  &  Co.'s  Consignment,  50  pieces  'Tweed,  1,625 
yds.,  at  $1.50,  $2,437.50.  Paid  Clerks  on  acc't,  per 
check,  $15U.     Cash  snle.'^,  $150.60. 

17.  Gave  A.  R.  McMaster  Draft  at  30  days,  on  D.  E.  Fulford, 

for  amount  of  his  account,  $190.25.  Cash  sales  ihis  day, 
$3D0.50, 

18.  Received  from  A.  B.  Campion,  Cash  in  full  of  acc't,  $225. 

Sold  D.  E.  Fulford,  4  pieces  Scotch  Tweod,  140  yds.,  al 
$1.60,  $210.     Received  in  payment,  check  for  $10(.' 
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balance  on  account.  Paid  sundry  items  of  Expense,  per 
check,  $12.60. 

ly.  P.  R.  Sanderson's  Note  of  Oct,  15th,  1876,  which  was  dis- 
counted at  the  Merchants'  Bank  on  the  6th  inst.,  fell 
due  yesterday,  was  protested  for  non-payment,  and  re- 
turned to  us.  Paid  the  Note  and  protest  fee,  per 
check,  $501.06.  Sold  G.  H.  Ireland,  for  Note  at  one 
month,  the  balance  of  Thos.  Brown  &■  Co.'s  Consignment, 
60  pieces  Tweed,  1625  yds.,  at  $1.30,  $2112.50.  De- 
posited in  Bank,  $500.  Remitted  A.  R.  McMaster, 
Cash,  $200.  and  our  Note  at  30  aays  for  $300,  with 
which  to  retire  Draft  for  $500,  falling  due  on  the  21st 
inst. 

20.  Rendered  Thos.-  Brown  &  Co.  an  Account  Sales  of  theii 
Consignment  of  the  8th  inst.  Our  Commission,  at  2 
per  cent.,  $91  ;  Thos.  Bi'own  &  Co.'s  net  proceeds, 
$4,446.60.  Total  debit  to  Thos.  Brown  ic  Co.'s  Con- 
signment, $4,537.60,     Cash  saU$,  $318, 

22.  Bought  of  A.  B.  Campion,  on  acc't,  200  bbls.  Goderich 

Salt,  at  $1,25,  $250,  Paid  Freight  on  same,  per  check, 
$12,     Deposited  in  Bank,  $500. 

23.  Shipped  T,  C.  Kerr  «fe  Co,,  Hamilton,  to  be  sold  on  oui 

account  and  risk,  150  bbls.  Goderich  Salt,  at  $1.50, 
$225.  Paid  Freight  on  same,  $12.35.  Cash  sales, 
$278.45, 

24.  Paid   our   Acceptance   of  the  11th  inst.,  favor  of  J.  G 

McKenzie  &  Co.,  due  tliis  day,  per  check,  $400.  Sold 
D.  E.  Fulford,on  acc't,  50  bbls.  Goderich  Salt,  at  $1.75, 
$87.50,     Deposited  in  Bank,  $500. 

26,  Received  from  T.  C.  Kerr  &  Co.,  Hamilton,  an  Account 
Sales  of  the  Tweed  shipped  them  on  the  4th  inst.  Net 
proceeds,  which  have  been  entered  to  our  credit,  $586,40. 
W.  J.  Peterson  has  renewed  his  Note  of  July  23rd, 
1876,  due  to-day,  by  giving  si  new  note  at  30  days  for 
the  old  one,  and  interest  thereon.  Face  of  old  Note, 
$1000;  Interest,  $40.66 ;  face  of  new  Note,  $1040.66. 
Cash  sales,  $265.40, 

87.  Had  A.  B.  Campion's  Note  of  the  16th  inst.  discounted  at 
Merchants'  Bank,and  net  proceeds  placed  to  our  credit. 
Face  of  Note,  $2437.50  ;  Discount  for  2^  days  at  8  per 
cent,,  $11.75;  net  proceeds,  $2,425.76.  Accepted  J.' 
G.  McKenzie  k  Co.'s  Draft  in  favor  of  R.  W.  Easton, 
at  SO  days  sight,  for  $1,000,  in  full  of  accounk 
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29.  RectiyeLl  from  P.  R.  Sanderson,  check  for  $501.06  in  full 

for  his  Note  of  Oct.  1.5th,  1876,  and  protest  charc*»R 
thereon,  paid  by  us  on  the  19Lh  inst..  Gave  A.,  }l. 
McMaster  a  Sight  Draft  on  T.  C.  Kerr  os  Co.  +nT 
$343.75,  in  payment  of  account.     Cash  sales,  $178.40. 

30.  Paid  Thos.  Brown  &  Co.'s  Sight  Draft  upon  us,  favur  of  S. 

Clare,  for  $4446.60,  per  check.  Paid  1  month's  rent 
of  store,  $75  ;  Clerk  hire,  $240. 

Inventory  of  effects  not  shown  on  Ledger : — 

Merchandise  unsold         -        -        -     $5221  88 
Shipment  to  Kerr  &  Co.,  No.  3       -         225  00 

Total  Net  Gain 

Geo.  Wilson's  share  oj  Net  Gain 

E.  Cummings'       «  «  •        . 


$453 

70 

276 

55 

177 

15 

JOURNAL  DAY  B00K.-4SET.  TS. 

Obserre  particularly  the  following  form,  that  yovi  may  h* 
able  to  express,  in  this  manner*,  any  conceivable  transaction, 
combining  all  the  essential  points  of  the  sep  rata  Day  Book 
and  Journal.  Where  more  practical  form.s,  for  the  purpose  of 
condensation,  are.  not  in  use,  the  Journal  Day  Book  meotn 
with  great  favor,  as  being  both  plain  and  practical. 

In  writing  up  this  book,  make  your  Journal  entry  first,  from 
the  record  of  transactions  ;  then  write  the  explanation  imme 
diately  under  it  in  a  smaller  hand,  commencing  about  half  way 
between  the  centre  of  the  page  and  the  date  coluraaj  &»  Whit- 
trated  in  the  following 
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FOflM  OF  JOURNAL  DAY  BOOK. 

January  1,  1877. 


(1) 


Geo.  Wilson  and  Henry  Cum- 
mings  have  this  day  entered  into 
co-partnership  as  Dry  Goods,  Gro- 
cery ana  Commission  Merchants, 
under  the  firm  name  of  "  Wilson 
&  Cummings,"  agreeing  to  share 
gains  and  losses  in  proportion  to 
capital  invested. 


Sundries,  Dr.  to  Geo.  Wilson 

For  effects  inrested. 

Cash 

As  per  0.  B. 

Merchandise 

As  per  Tnvent<»7- 

Bills  Keceivaijle 

p.  R,  Sandenon'f  Nol«,  m  per  B.B. 


Sundries,  Dr.  to  Henry  Cummings 

For  effecti  invested. 

Cash 

As  per  C.  B. 

Bills  Receivable 

W.  J.  I'eterson'g  Note,  as  per  B.  B., 
bearing  interest  at  8  per  cent. 

Interest 

Accrued  on  above  Note  to  date 

2 


Merchandise  Dr. 

To  A.  R.  McMasfer 

n.i-'ij'ht  from  him  on  acc't, 

4  cai.es  Muslin,  5,200  yds.,  at  20c. 


Cash  Dr. 

To  Merchandise 


smiles  this  day,  t«ken  from  Caab 

Box. 


Amount,  forward 


6300 


00 


2800 

3000 

500 


3000 
1000 

35 

1040 


170 


00 

00 
00 


4035 


51 


00 
00 

51 

00 


50 


1040 


00 


170150 


11546  01! 


11546 


01 
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January  2,  1877. 


,  Brought  forward 

Merchants'  Bank  Dr. 
To  Cash 

I  Amount  deoosited. 

n: 


Merchant! i-e  Dr. 

To  J.  G.  McKpiiz:ie  &  Co. 

Bought  on  acc't, 
t  cases  Prints,  3,2l0>(is., 

at  10c.  -        -        -        -    $5-21  "0 
4  cases  Prints.  3,500  yds., 

at  loc.  -        -        -        -      i25  00 


Expense  Dr. 

To  Cash 


Paid  for  repairs 
FreiifUt  »uJ  iiray»jf» 


$60  40 
10  60 


Cash  Dr. 

To  Merchandise 

Sales  this  day,  from  tllL 

4 


Ship't  to  Kerr  <fe  Co.,  No.  i;  Dr. 
To  Merchandise 
"   Cash 

Shipped  to  J.  0.  Kerr  k  Co.,  to  be 
«old  on  OUT  account  and  risk — 

3  case  Tweeds,  10  pes,  350 
yds.,  at  $1.60-        -        -  »525  00 

Paid  Insurance  ou  lanie   -      11  50 


11546 

4000 


Cash  Dr. 

To  MercliHiidise 

Sales  this  dar. 


01 


00 


Rih'no' 


1164G 


-tOOO 


«46 


61 


320 


536 


Oo 


00 


50! 


240 


17550  2) 


roi! 


00 


00 


61 


320 


525 
11 


240 


17550 


00 


(HI 

50 


70 


NCTK.— The  f orejfoiTijr  form  isconsidcreu  <ufBcient  to  illustrate  the  mode  of  ante.-ii.^ 
trin.'iaetiuus  in  i\w  boijk.  Observe  the  siUie  form  ilri.ij;:ii..i.'t  the  lenisiwider  of  tli.«  Sef, 
JouniAlisini;  the  transaction  first,  and  g'ivln^  tlie  «x|'l:u;.<.  >,n  itamediaiely  under  It. 
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SET  VIL— GKOCERY  BUSINESS. 

B00K8  TO  BE  ustsD. — Journal  Day  Book,  Cash  Book,  Bili  Book, 
Invoics  Book,  Sales  Book  and  Ledger. 

Forms  and  explanations  of  those  books  not  bafore  used  will  be  found  immediAtely  after 
the  Set. 

January  2,  1877. 

A.  R.  Sanderson  and  "Wm.  Golden  form  a  co-partnei'- 
ship  for  the  purpose  of  conducting  the  Wholesale  and  Retail 
Grocery  and  Produce  Business,  agreeing  to  share  gains  and 
losses  equally. 

A.  R.  Sanderson  invests — 

Merchandise,  as  per  Inventory         -        -  $5000  00 

Balance  of  account  due  from  A.  S.  Austin  870  00 

Cash,  as  per  C.  B. 4130  00 

Wm.  Golden  invests — 

Cash,  as  per  C.  B. |9000  00 

Balance  of  account  due  from  H.  Gordon  -      1000  00 

Engaged  James  Spry,  Wm.  Active,  George  Storey  and  Isaac 
Porter,  as  clerks,  at  $480  eacti  per  year,  salaries  payable 
monthly.* 

3.  Sold  T.  C.  Kerr,  St.  Catharines,  on  his  Acceptance  at  10 

days,  5  bbls.  Cru.shed  "A"  Sugar,  1000  lbs.,  at  12ic. ; 
8  bbls.  Strong  Bakers'  Flour,  at  $6  ;  10  bbls.  Spring 
Flour,  at  $5.50  ;  10  bbls.  Extra,  at  $7  ;  15  bbls.  Supe- 
rior Extra,  at  $7.25.     Cash  sales  this  day,  §120..30. 

4.  JPaid  for  advertising  business  in  daily  papers,  $115.60. 

Sold  A-  S. .  Austin,  Guelph,  on  acc't,  5  bbls.  Salmon 
.  Trout,  at  $14;  20  bbls.  Herrings,  at  $4;  40  bbls.  Su- 
perior Extra  Flour,  at  $7.76.  Paid  for  set  of  books  for 
store,  $15.60.  Cash  sales  to-day,  ?1 70.55. 
6.  Bought  of  Smith  &:  Keighley,  Toronto,  on  acc't,  650  lbs. 
Java  Coffee,  at  32c. ;  1500  lbs.  No.  2  Sugar,  at  9c.  ; 
965  lbs.  Uncolored  Jiipau  Tea,  at  56c. ;  560  lbs.  Young 
Hyson,  at  74c.  ;  750  lbs.  Prince  of  Wales'  Tobacco,  at 
30c.  Paid  Wm.  Active,  on  account  of  wages,  $5.50. 
Cash  sales,  $150. 

°  Va  no  value  is  exchanged,  a  mtmonndum  of  this  i»  the  Journal  ii  all  that  i>  required- 
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6.  Deposited  in  Merchants'  Bank,  $12000.  Flad  T.  C.  Keir's 
Acceptance  of  the  3rd  inst.  discounted  at  Bank,     Face 

of  Acceptance,   $ ;  Discount  oflf,  at  8  per  cent., 

$ ;  Cash  received,  $ . 

NoTK. — Observe  the  manner  in  which  this  trnnsaction  is  entered 
in  the  C.  B.  Instead  of  entering  only  the  amount  actually  received, 
and  debiting  Discount  in  the  Journal,  the  fall  amount  of  the  Note  is  en- 
tered on  the  Dr.  side  of  the  C.  B.,  as  though  it  had  actually  been  received, 
and  the  Discount  is  entered  on  the  Or.  side.     See  entry  in  C.  B, 

8.  Bought  of  Rimmer,  Gunn  &  Co.,  Montreal,  on  4  months' 
credit,  or  4  per  cent,  off  for  cash,  2,400  lbs.  Crushed 
"A"  Sugar,  at  .12c.;  1,500  lbs.  Eleme  Figs,  at  15c.; 
1,350  lbs.  S.  S.  Almonds,  at  21c.  Paid  freiidit  on  above, 
$10.70.  Wm.  Golden  withdrew  on  acc't,^$150.  Cash 
sales,  $186.50. 

9i  Bought  of  J.  A.  Mathewson,  Montreal,  on  3  months'  credit, 
or  3  per  cent.  oflT  for  cash,  100  boxes  Layer  Raisins,  at 
$2.25  ;  5  bbls.  Zante  Currants,  at  $12.50.  Paid  freight 
on  same,  $5.40.     Cash  sales,  $216.80. 

10.  Sold  P.  D.   Conger,  Toronto,  on  30  days'  credit,  2  bags 

Java  Coffee,  250  lbs.,  at  40c.  ;  2  half  chests  Colored 
Japan,  125  lbs.,  at  70c. ;  500  lbs.  Crushed  "A"  Sugar, 
at  13c.  Received  from  A.  S.  Austin,  cash  on  acc't, 
$500.     Cash  sales,  $265.30. 

11.  Received  from  H.  Gordon,  his  Note  at  3  months,  for  $400, 

to  be  applied  on  account.  Paid  for  sundry  expenses, 
$12.50.     Cash  sales,  $240.50. 

12.  vSold  T.  C.  Kerr,  St.  Catharines,  on  his  Note  at  2  months, 

10  bbls.  White  Fish,  at  $6  ;  10  bbls.  Salmon,  at  $14; 
3  bags  Rio  Coffee,  136,  12,  151,  ii,  153,  ii»— 3961bs. 
net,  at  40c.     Cash  sales,  $175. 

•  The  large  numbem,  as  136  j  represent  the  groaa  weight,  and  the 
imall  numbers  to  the  right,  as  12,  the  number  of  lbs.  tare. 

13.  Bought  of  J.  Carruthers  <k  Co.,  Kingston,  for  Cash,   10 

bbls.  Golden  Syrup,  at  $24.40  ;  4  bbls.  Bordeaux  Vine- 
gar, $10.50  ;  100  bbls.  Salt,  at  $1.50.  Remitted  Rim- 
mer, Gunn  &  Co.,  Montreal,  Bank  Draft,  in  full  for  their 
invoice  of  the  8th  inst, ;  less  4  per  cent,  discount.  Paid 
Cash  for  the  Draft,  ^  per  cent.  Exchange,  and  the  ne- 
cessary stamps.  A.  R,  Sanderson  withdrew  on  acc't, 
$200.     Paid  Isaac  Porter  on  acc't  of  salary,  $12. 

Note. — In  the  aboye  remittance  the  4  per  cent,  discount  amounts  to 
$31.86,  which,  deducted  from  th  ;  face  of  the  invoice,  leaves  I7G4.64, 
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the  aiiQunt  of  the  face  of  the  Draft.  The  stamps  required  (3c.  on  every 
$100  or  fraction  thereof),  ajnouut  to  24c.,  and  ihe  excbaDge  to  96c.  The 
oaah  actuallj-  paid  out  is,  face  of  Draft,  $764.64;  Stamps,  24c.;  Ex- 
change, 96c.;  total,  $76.5.84 — .and  the  difference  between  this  and  the 
faee  of  the  invoice,  $796.50,  is  $30.66,  the  amount  actually  gained  by 
paying  this  bill  within  30  daj's. 

The  entry  is  made  in  the  C.  B.  simOar  to  the  Acceptance  discounted 
on  the  6th  Last.  The  full  amount  of  invoice  is  entered  on  the  Cr.  side, 
and  the  discount  on  the  Dr.  side.     See  entry  in  C.  B. 

15.  Sold   H.  Gordon,  Barrie,   on  acc't  at  30  days,   10  bbls. 

Apples,  at  $4..50  ;  10  bbls.  -Mess  Pork,  at  $15  ;  25  bbls. 
Spring  Bakers'  Flour,  at  $7.  Had  H.  Gordon's  Note  of' 
the  llth  inst.  discounted  at  Merchants'  Bank,  and  net 
proceeds  left  to  oar  credit.  Face  of  Note,  $400  ;  Dis- 
count off,  at  8  per  cent,  per  annum,  $7.80  ;  Net  pro 
ceeds,  $392.20.  Cash  sales,  $245.G0. 
Note.— The  net  pre  ceeds  of  the  above  note  being  left  in  the  Bank 
to  the  Cr.  of  the  firm,  no  entry' is  made  in  the  C.  B.     The  Journal  entry 

Ls,— Bank  Dr.,  $ ;  Discount  Dr.,  $- ;  To  Bills  Rec,  $ .     See 

Jourual  Day  Book. 

16.  Accepted  Smith  &  Keighley's  Draft,  at  10  days,   for  the 

amount  of  theiir  invoice  of  the  5th  inst.,  $— .     Paid 

for  repairing  store,  $65.75. 

17.  Sold  P.  D.  Conger,  Tcjronto,  for  bis  Acceptance  at  60  days, 

1200  lbs.  Cliiiese,  at  lie.  ;  20  bbls.  Extra  Bakers'  Flour, 
at  $7.50;  30  bbls.  Superior  Extra  do,  at  $8;  10  bbls. 
Salmon  Trout,  at  $14,.  Remitted  J.  A.  Mathewson, 
Montreal,  Bank  Draft  in  full  for  his  invoice  of  the  9th 
inst,  less  3  per  cent,  discount.  Gave  check  for  Draft, 
i  per  cent.  Exchange,  and  necessary  stamps.  Cash  sales, 
$180.70. 

18.  Received  from  H.  Gordon,  Cash  on  acc't,  $400,     Had  P. 

D.  Conger's  Acceptance  of  the  17th  inst.  discounted  at 
Merchants'  Bank,  at  8  per  cent,  per  annum,  and  net 
proceeds  left  to  credit.  Paid  one  quarter's  rent  of  store, 
$200.     Cash  sales,  $195. 

19.  Bought  of  H.  A.  Nelson  &  Sons,  Toronto,  $200  doz.  Corn 

Brooms,  at  $3.25  ;  20  doz.  at  $4  ;  20  doz.  at  $4.25. 
Gave  in  payment  check  on  Merchants'  Bank  for  the 
amount.     Deposited  in  Merchants'  I'ank,  $200. 

20.  Sold  A.  S.  Austin,  Guelph,  on  acc't,  15  bbls.  Salmon  Trout, 

at  $14  ;  8  bbls.  White  Fish,  at  $6  ;  25  bbls.  Herrings, 
at  $4.  Paid  sundry  items  of  expense,  $25.60.  Re- 
ceived from  H.  Gordon,  Cash  on  acc't,  $20.  Cash  sales, 
$225. 
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22.  Gave  H.  A.  Nelson  &  Sons  a  Draft  at  10  dayg,  on  H.  Gor- 
don,  for  $200.  Bone^ht  of  Cramp,  Torrance  k  Co., 
Toronto,  on  acc't  at  60  days,  or  3  per  cent,  off  for  cash, 
12  bags  Rio  Coffee,  1560  lbs.,  at  32c. ;  10  chests  Gun- 
powder Tea,  1475  lbs.,  at  60c. ;  10  boxes  Western  Leaf 
Tobacco,  at  $41.50.     Cash  sales,  $216.40. 

*i3.  Accepted  A.  S.  Austin's  Draft,  at  3  days'  sight,  for  $200. 
Received  from  Henry  Gordon,  his  Note  at  3  months,  for 
$300.     Paid  Janice  Spry,  on  acc't  of  wages,  $20. 

24.  Sold  T.  0.  Kerr,  St.  Catiiarines,  on  acc'^,  4^25  lbs.  Factory 
Cheese,  at  1 2c. ;  4  boxes  Prince  of  Wales'  Tobacco, 
114,  19,  116,  10,  118,  20,  120,  20—390  lbs.  nfet,  at 
32c.  Had  H.  Gordon's  Note  of  the  23rd  inst.,  dis- 
counted at  Merchants'   Bank.     Face  of  Note,  $ ; 

Discount   off,  at  8   per  cent.,  $ ;   Cash  received, 

$: .     Received  from  A.  S.  Austin,  to  be  applied  on 

acc't,  600  bbls.  Goderich  Salt,  at  $1.50.  Cash  sales 
$145.25. 

26.  Acct-pted  Cramp,  Torrance  &  Co.'s  Draft,  at  60  days,  for 
amount  of  their  invoice  of  the  22nd  inst.,  $ .  Re- 
ceived from  H.  Gordon,  Cash  to  balance  his  acc't, 
I .     A.  R.  Sanderson  withdrew  on  acc't,  $145. 

26.  Bought  of  Smith  &  Keighley,  Toronto,  20  half  chests  Gun- 

powder Tea,  1145  lbs.,  at  66c.  j  10  do  Colored  Japan, 
660  lbs.,  at  60c. ;  10  bbls.  Standard  Syrup,  370  galls., 
at  34c.  Paid  them  Cash,  $1000,  balance  to  r«main  on 
acc't.  Paid  J.  Spry,  on  acc't  of  salary,  $10.  Cash  sales, 
$218.20. 

27.  Bought  of  Rimmer,  Gunn  &  Co.,  on  3  months'  credit,  60 

bbls.  Crushed  "A"  Sugar,  12000  lbs.,  at  lO^c. ;  75  bbls. 
Yellow  Susar,  15000  lbs.,  at  8c.  ;  60  bbls.  Porto  Rico 
Sugar,  10000  lbs.,  at  7c.  Paid  Taxes,  $40.60;  for 
cleaning  store,  $4.50. 

29.  Sold  P.  D.  Conger,  Toronto,  for  Note  at  3  months,  30 
bbls.  Salmon  Trout,  at  $14.  Paid  our  Acceptances  due 
this  day,  per  check, — one,  favor  of  Smith  it  Keighley, 
and  the  other  favor  of  A.  S.  Austin. 

BO.  Received,  /rom  A.  S.  Austin,  Cash  on  acc't,  $100.     Bought 
of  G.  C.  Winger,  Brighton,  for  Cash,  10  bbls.  S»iraoj 
Trout,  at  $9  ;    25  bbls.  White  Fish,  at  $5 ;    I     VbU 
Herrings,  at  $3.    Wm.  Golden  withdrew  on  acc't,  f2i6. 
Cash  sales,  $275.60. 


BOOK-KEEPINO. 

SI.  Paid  Clerks  in  full  for  sei-vices  to  date,  per  check.     Paid 

for  Advertising,  per  check,  $56.20. 

NoTK. — Make  two  entries  of  settlement  with  Clerks.  First,  debit 
Expense  |160,  and  credit  each.  Clerk  $40,  amount  of  wages  for  the 
month.  Next,  ascertain  the  amount  actually  dxie  each,  and  male*,  a 
second  entry  debiting  the  Clerks,  and  crediting  the  Bank  with  the 
amount  paid. 

Merchandise  remaining  unsold,  as  per  Inventory  Book,  $14550. 


REMARKS  ON  SET  Vn. 

In  this  Set  is  represented  a  practical  method  of  keeping 
books  which,  with  slight  variation,  is  adapted  to  almost  every 
kind  of  business.  The  Cash  Book,  Invoice  Book  and  Sales 
Book  are  used  as  booivs  of  original  entry.  The  Journal  Day 
Book  and  Bill  Book  are  kept  after  the  form  adopted  iu  the 
preceding  Set.  It  will  be  observed  that  this  mode  of  keeping 
accounts  lessens  the  explanations  required,  and  greatly  facili- 
tates reference  to  the  several  entries ;  and  by  taking  the  totals 
of  certain  accounts,  instead  of  each  separate  item,  the  labor  of 
posting  is  very  much  reduced.  Although  certain  accounts,  as 
Cash,  Merchandise  and  Expense,  are  not  posted  till  the  end  of 
each  mohth,  Personal  accounts  can'  be  kept  fully  posted  and 
ready  for  settlement  at  any  time — a  great  desideratum  in  many 
business  houses;  and  most  of  the  work  connected  with  the 
books  can  be  done  as  the  transactions  occur,  thereby  prevent- 
ing the  accumulation  of  work  at  periodic  intervals,  as  ia  the 
case  when  the  Invoice  Book,  Sales  Book  and  Cash  Book  are 
■JouDialJzed  at  the  end  of  each  month. 

The  books  should  be  written  up,  as  in  the  preceding  Set. 
All  the  entries  in  the  different  books  for  one  day  should  be 
made  before  any  of  the  succeeding  day.  To  avoid  confusing 
the  pupil  with  too  many  operations  at  once,  it  is  better  to  omit 
posting  until  all  the  other  work  of  the  Set  is  completed,  but  in 
actual  business  the  posting,  as  well  aa  writing  the  entries, 
RiiQuld  be  done  from  day  to  day. 


JOURNAL  DAY  BOOK. 

The  form  of  this  book  is  the  same  as  that  of  Set  YI,  and 
requirea  no  further  explanation.  It  is  used  for  such  miscella- 
neouB  entries  only  aa  have  no  special  book  appropriated  to  them. 
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IN\''OICE  BOOK. 


All  purchases  of  merchandise  are  entered  in  this  book.  The 
form  adopted  in  this  Set  is  to  copy  the  invoices  in  full  This 
gives  a  book  record  of  the  details  of  merchandise  purchased,  in 
case  the  original  invoice  should  be  lost  or  destroyed. 

It  is  as  convenient,  and  saves  a  great  amount  of  writing,  to 
paste  the  original  invoices  into  a  large  hook  made  for  the  pur- 
pose. In  some  business  houses,  where  the  invoices  are  long, 
they  are  filed  and  numbered,  and  onh  an  abstract  of  them 
entered  in  this  book,  with  the  number  for  reference.  It  is  more 
convenient  to  refer  to  original  invoices,  by  means  of  an  index 
to  a  book  in  which  they  are  pasted,  than  by  Becking  them 
from  files.    . 

In  whatever  form  the  Invoice  Book  is  kept,  every  entry  af- 
fecting the  debit  side  of  Merchandise.  Account  should  originate 
here  ;  when  this  is  done  it  becomes  a  direct  check  upon  the 
Dr.  side  of  the  Merchandise  Account  in  t)ie  Ledger. 

Merchandise  bought  on  account  is  j^osted  from  this  book 
directly  to  the  credit  of  the  person's  account  from  whom  bought, 
and  when  bought  for  a  note  or  acceptance,  it  is  posted  directly 
to  the  credit  of  Bills  Payable,  without  passing  •  through  the 
Journal. 

Merchandise  purchased  for  cash  is  entered  in  this  book,  and 
also  in  the  Cash  Book.  It  is  not  posted  until  the  end  of  the 
month,  when  the  total,  amount  is  brought  from  the  C  B.,  and 
added  to  the  footing  of  this  book,  and  then  posted  in  total  to 
the  debit  of  Mejpchandise  Account. 


SALES  BOOK. 

All  sales  of  merchandise  are  entered  in  this  book.  The 
amounts  of  goods  sold  on  account  and  for  notes  are  placed  in 
the  outer  column,  and  posted  directly  to  the  debit  of  the  pur- 
chaser's account,. or  to  the  debit  of  Bills  Receivable  Account, 
in  the  Lt-dger. 

A  merchandise  column  is  kept  in  the  Cash  Book,  in  which 
all  cash  ta  es  of  merchandise  are  entered,  therefore  these  are 
not  entered  in  the  Sales  Book  until  the  end  of  the  month, 
M  hen  the  total  caah  aales  are  brought  from  the  Cash  Book  and 
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added  to  the  total  footing  of  the  Sales  Book,  and  all  posted,  in 
one  amount,  to  the  credit  of  the  Merchandise  Account  in  the 
Leilger. 

Wholesale  houses  generally  enter  cash  sales  in  detail,  as  a 
memorandum,  in  the  Sales  Booli,  but  do  not  extijiid  auch  en- 
cries  in  the  outer  column,  as  they  are  usually  posted  frum  the 
C.  B.  This  system  is  necessary  when  large  sales  are  effected, 
for  reference,  and  to  guard  against  error,  but  it  cannot  be  car- 
ried into  practical  effect  in  a  retail  business,  on  accuunt  of  tht- 
number  of  petty  sales  that  occur  during  the  day,  the  amount  •>{ 
which  is  ascertained  at  night,  by  counting  the  money  in  the 
drawer. 


CASH  BOOK. 

As  the  following  Cash  Book  is  the  book  of  original  entry  for 
all  such  transactions  as  are  entered  upon  it,  great  care  is  neces- 
sary in  making  these  entries. 

They  should  be  made  in  such  a  manner  that  any  person 
may  be  able  to  determine  what  account  Avas  intended  to  be 
debited  or  credited  for  tlie  money  paid  or  received.  For  this 
purpo.SK  the  following  Rule  should  be  observed  : 

When  money  is  received,  wiite  the  name  of  the  account  to 
be  credited  for  it,  next  the  folio  or  date  column  on  the  left 
side,  and  the  words  of  explanation,  on  the  same  line  a  little  to 
the  right.  When  money  is  paid  write  the  name  of  the  accuunt 
to  be  debited  for  it,  next  the  folio  or  date  column  on  the  riglit 
side,  and  the  words  of  explanation  on  the  same  line,  a  little  to 
the  right. 

The  Ledger  titles  should  be  kept  in  a  perpendicular  column, 
separated  by  a  slight  space  from  the  words  of  explanation. 
And  it  adds  greatly  to  the  appearance  of  the  book  to  begin  the 
words  of  explanation  all  on  a  perpendicular  line  made  by  a 
light  pencil  mark,  and  to  write  them  one-half  smaller  than  the 
Ledger  titles. 

Post  items  from  the  Cash  Book,  Journal  Day  Book,  Invoice 
Book,  and  Sales  Book,  in  the  same  order,  as  regarus  the  dates 
when  the  transactions  were  entered. 

This  is  a  very  convenient  form  for  a  Cash  Book  to  be  kept 
in  connection  with  a  general  merchandise  business.  The  fea- 
ture of  special  columns  may  be  extended,  if  desirable. 

It  will  be  seen  that  all  cash  entries,  debit  and  credit,  except 
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aalea  of  merchandise,  are  taken  to  the  Ledger  from  this  book, 
together  with  all  accounts  producing  or  costing  cash. 

The  columns  headed  "  Merchandise  "  and  "  Expense  "  will 
be  found  very  convenient  for  posting.  Should  the  cash  trans- 
actions of  a  month  extend  over  several  pages,  the  footings  of 
these  columns  are  brought  forward  to  the  end  of  the  month, 
and  posted  in  total.  The  check  marks  in  the  column  follow- 
ing dates,  are  made  to  indicate  that  the  amounts  opposite,  in 
the  "  Merchandise  "  and  "  Expense  "  columns  are  not  to  be 
posted,  and  the  figures  are  the  pages  of  the  accounts  in  tlie 
Ledger  to  which  the  amounts  in  the  **  Sundries  "  column  oppo- 
site, have  been  posted.  The  meth^'d  of  posting  from  the  Cash 
Book  is  extremely  simple. 

The  amounts  in  the  "  Sundries  "  column  on  the  Dr.  side  are 
posted  to  the  credit  of  their  respective  accounts — the  page  of 
the  Ledger  being  indicated  in  the  folio  column,  and  the 
amounts  in  the  "  Sundries  "  column,  on  the  Cr.  side,  to  the 
debit  of  their  respective  accounts.  The  footing  of  the  "  Mer- 
chandise "  column,  on  the  Dr.  side,  at  the  end  of  the  month,  is 
not  posted,  but  carried  to  the  Sales  Book  and  added  to  the 
other  sales,  and  posted  therefrom.  The  total  footing  of  the 
"  Expense  "  coluoan,  on  the  Cr.  side,  is  posted  to  the  debit  of 
Expense  Account.  The  Cash  received,  or  amount  of  the  Dr. 
side  of  the  Cash  Book,  is  then  posted  to  the  debit  of  Cash 
Account,  and  the  total  footing  of  the  Cr.  side,  or  cash  dis- 
bursed, to  the  credit  of  Cash  Account  in  the  Ledger. 

As  the  debit  side  oi  the  Cash  Book  contains  the  credits  of  all 
accounts  producing  cash,  and  the  credit  side  the  debits  of  all 
accounts  costing  cash,  it  will  be  seen  that  when  the  above 
posting  is  completed  a  double  entry  is  effected. 

BILL  BOOK. 

The  Bill  Book  in  this  set  is  not  used  as  a  book  of  original 
entry  to  post  from,  but  as  an  auxiliary.  To  save  room  we  have 
not  given  it.  Ko  difficulty,  however,  will  be  experienced  by 
the  pupil  in  sui)plying  it,  as  he  has  already  had  two  examples 
of  its  form  and  use. in  former  parts  of  this  work.  By  the  ad- 
dition of  a  few  more  columns,  it  may  be  so  kept  ms  to  post  from, 
and  thus  relieve  the  Journal  Day  Book  from  some  eritric 
which  must  othorwise  be  made  thci'O. 
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WITH 

JOURNAL  DAY  BOOK, 
INVOICE  BOOK, 
SALES  BOOK, 

CASH  BOOK, 

AM  BOOKS  OF  OillGINAL  ENTRY  J 

THE  POSTING  TO   THE   LEDGER   BEING  DONE   DIRECTLT 
FROM  THEM. 
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JOURNAL  DAY  BOOK.— SET  VIL 

.  Toronto,  Jiuuiary  2,  1877.  •        (1) 


j  A.  R.  Sanderson  and  Wm.  Golden  have 
this  day  entered  into  co-partnership,  ff)r 
the  pnrpose  of  conducting  business,  as  de- 
fined in  their  Articles  of  Co-partnership  of 
Ithis  date. 


i*A.  S.  Anstin  Dr. 

j  To  A.  R.  Sanderson 

I         For  balance  from  old  account. 

'  *  The  Cash  and  Merchn.ndise  invested  are  posted  from  i 
'the  Invoice  ^nd  Casli  Books,  and  therefore  do  not  require! 
-o  be  entered  here.  1 


3iH.  Gordon  Dr. 

1|  To  Wm.  Golden 

For  balance  due  from  old  account. 


lEnijaged    Jas.    Spry,    Wm.    Active,    Geo. 

Storey  and  Isaac  Porter,  as  Clerks,  at 

I     $480   each   per    year,    salaries    payable 

I     monthly. 


11 


Bills  Rec.  Dr. 

To  K.  Gordon 

neceived  from  him  Note,  as  perB.  B., 
to  be  applied  on  account. 
15 . 


Merchants'  Bank  Dr. 
6iDiscount  " 

To  Bills  Rec. 

Had  H.   Gordon's  Note  of  the  11th 
inst. ,    discounted   at   B;nik,    and   n 
proceeds  left  to  our  credit. 
L     16    


Smith  &  Keighley  Dr. 
To  Bills  Payable 

Accepted  their  Draft  at  10  days,   f(ir 
the  amount  of  Invoice  of  the  5th  inst. 

Amount  forward 
170 


870 


00 


1000 


00 


40U 


392 

7 


1522 


00 


80 


870 


00 


1000 


4<)0 


00 


00 


400 


1522 


4192  80  4192  80 


00 


80 
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Toronto,  January  17,  1877. 


Brought  forward  14192,80 

A.  Mathewson  Dr.  j  2S7I50 

To  Merchants'  Bank 
"    Discount 

Remitted  him  Bank  Draft  for  Invoice  { 
of   yih  inst.      Discount,    $8.62  ;    less 
Exchange,  34c. ;  and  Stamp,  9c. 
xS     ■ 


Merchants'  Bank  Dr. 
Discount  " 

To  Bills  Receivable 

P.   D.    Conger's   Acceptiince   of   17th 

inst.   discouhted,    proceeds  passed  iv[ 

our  credit.  j 

32    ' 


653  001 
9,00 


H.  A.  Nelson  &  Sons  Dr. 
To  H.  Gordon 
For  our  Draft  at  10  days  on  H.  Gor- 
don. 

23 


A.  S.  Austin  Dr. 

To  Bills  Payable 
Accepted  his  Draft  at  3  days'  sight. 


Bills  Rec.  Dr. 

To  H.  Gordon 
For  hifl  Note  at  3  months. 
25    


Cramp,  Torrance  &  Co.  Dr. 
To  Bills  Payable 

Accepted  tlieir  Draft  at  60  days,  for 
amount  of  Invoice  of  22nd  inst. 
29    


Bills  Payable  Dr. 

To  Merchants'  Bank 

Paid  by  check  our  Acceptances,  favor 
of  Smith  &  Keighley,  for  $1522.80, 
juid  favor  of  A.  S.  Austin, 

Aiuouiu  forward 

171 


200:00i 


200 


300 


1799 


1722 


9364 


00 


00 


20 


80 


30 


4192  80 


27C|31 
819 


662;00 


200 


200 


300 


1799 


1722 


9364 


00 


00 


00 


20 


80 


30 
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Toronto,  January  31,  1877. 


Brought  forward 


6  Expense  Dr. 


To  James  Spry 
"    William  Active 
"    George  Storey 
"    Isaac  Porter 

For  the  month's  wages. 


(3) 


9364  30  ;9634|30 


160  00  I 

I 


5  James  Spry       Dr. 

6  William  Active  " 
6!  George  Storey  " 
5  Isaac  Porter        " 

To  Merchants'  Bank 
For  amount  due  tliem  severally,  paid 
p«r  check. 


lOjOO 
34J50 
40'00 
28!00 


40|00 
40!00 
40  00 
4000 


9636 


112  50 


@0l9eS6  8C 


in 
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INVOICE  BOOK.— SET  VII. 

Toronto,  January  2,  1877. 


(1) 


IO.B. 


A.  R.  Sanderson,  Investment 
Merchandise,  as  per  inyentory 


Smith  &  Keighley,  Toronto 
G50  lbs.  Java  Coflee  at  $  -321 

1500    "    No.  2  Sugar  "       -OOl 

965  "  Uncol'dJapanTea**  •561 
560  "  Young  Hyson  "  74 
760    P.  of  Y,\  Tobacco       "      '30 


8 


Rimmer,  Gunn  &  Co., 

Montreal 
2400  lbs.  Crashed  "A" 

Sugar  at  I  -12 

1500    "    Eleme  Figs  "      -15 

1350    "    S.  S.  Almonds     "      -21 

4  months'  cr.  or  4  P**"  cent,  off  for  cash 


9 


J.  A.  Mathewson,  Montreal 
100  bxs.  Layer  Raisins      at  §2.25 
5  bbls.  Zante  CurrHiits   "  12.50 
Stnvnths'  cr.  or  3  per  ce-nt.  off  for  cash 

13  


J.  Carruthers  &  Co.,  Kingston 

10  bbls.  GoWeu  Syi-np  at  $24.40 

4     "     Bordeaux  Viii'r"    10.50 

100     "     Salt  "      1.50| 

Cath,  as  per  C.  B.  | 


19 


Paid  H.  A.  Nelson  &  Sons,  Toronto 

200  doz.  Corn  Brooms       at  $3.25' 

20     "  "  "    4.0;> 

20     "  "  "    4.L'5,| 

Mb&ohamxs'  Bank,  paid  per  check     I 


Amount  forward 
173 


208;00 
135  00 
54040 
414  40 
225  00 


288  00 
225  00 
283  50 


22500 
62  50 


24400 

42:oo 

150,00 


436  00 


650  00 
80  00 
85  00 


5000  !00 


1522 


80 


796:50 


287 


50 


81500 


8421180 
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Toronto,  January  22,  1877. 


Brought  forward 

8421 

80 

4 

Cramp,  Torrance  &  Co., 

Toronto 
12  bags  Rio  Coffee,                           ; 

1560  lbs.  at$  .32 
10  chests  Gunpowder  Tea, 

1475    "     "      .CO 
10  bxs.  Western  Leaf                      1 

499 

885 

20 
00 

Tobacco                         "41.50' 

415 

00 

1799 

20 

60  days  or  S  per  cent,  off  for  cash 

ow 

3 

"                                  1 
A.  S.  Austin,  Guelph                  } 

6(X)  bbls.  Goclericli  Salt     at  $1.50i 

900 

00 

4 

Smith  &  Keighley,  Toronto 
2U  hf-cliests  Gtinp.  Tea, 

1145  lbs.  at$  .66 
10         "         Col'd  Japan, 

OHO  lbs.   "       ,60 

755 
396 

70 
00 

10  bblB.  Stand.  SjTiip, 

' 

370  gals.  "      .34 

125 

80 

1277 

50 

Cash,  a^per  C.  B.,  $1000. 

4 

SO  days'  credit  for  balatice.* 

— ' '         ■           ■-      « i 

Rimmer,  Gunn  &  Co.,  M  >nt'l 

60  bbls.  Crushed  "  A  "  Sugar, 

12000  lbs.  at  $  .10^ 

1260 

00 

75     "      Yellow  Sugar, 

15000  lbs.    "      .08 

1200 

00 

50     "      Porto  Pico  Sn<>;ar, 

S  months              10000  Ibs^  "      .07 

700 

00 

3160 

00 

•^0 

C.B. 

%jyj 

G.  C.  ~^Minger,  Brighton 

10  bbls.  Salmon  Trout       at  $9.00 

90 

00 

25     "      Wliite  Fish            "    5.00 

125i00 

60     "      Herrings                 "    3.00 
Cash,  as  per  G.  B. 

150  VO 

' 

365  on 

14558 

50 

5 

Cash  purchases,  //o tn  C.  B. 
Total  Mdse  debit 

1801 

00 

16359 

50 

•  The  $277.50  is  posted  directly  to  the  credit  of  Smith  &  Keighley "s  account,  Tlie 
11000  is  posted  to  the  Ca.'-h  a.'ount  froii  tie  C.  B.  Or,  Smith  &  Kcijfhley  may  b» 
credited  —'♦h  Wie  whole  and  debited  wfth  '.h^  ilOOO. 
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BOOK-KEEPING. 

SALES   BOOK.— SET  YIL 

Toronto,  January  3,  1877.  (1) 


T,  C.  Kerr,  St.  Catharines 
5  bbls.  Crushed  "A"  Sugar, 

1000  lbs.  ,'itf  -12^1 
8     "      Strong  Baker's  Flour, 

at  $G.OO 

10     "      Spring  "       "    5.501 

10     "      Extra  *'       "    7.00| 

15     "      Superior       "       '•    7.25j 

Bills  Rkc,  Acceptance  at  10  days 

4 


A.  S.  Austin,  Guelph 

5  bbls.  Salmon  Trout     at  $14.00 
20     "      HeiTings  "      4.00 

40     «'      Sup.  Ex.  Flour  "      7.75 

10 


P.  D.  Conger,  Toronto 
2  bags  Java  Coffee, 

250  lbs.  at  $  .40 
2  hf -cheats  ColM  Japan, 

125  lbs.   "      .70 
500  lbs.  Crushed  "A"  Sugar"     .  13 
SO  days 

12 


T.  G.  Kerr,  St.  Catharines 

10  bbls.  Wliite  Fish  at  §0.00 

10     "      Sal-i.on  Trout       "  14.00 

3  bags  Hio  Coffee  : 

gross,  tare. 

136  —  12  lbs. 

151  —  15    " 

15.3  —  17    " 
(t 

440  —  44  -=  390  lbs.  net  at  .40 
Bills  Rec,  Note  at  2  months 
i5 


Henry  Gordon,  Barrie 

10  bbls.  Api.les  at  $4.50 

10     "      Mess  Pork  "15.00 

25     "      Si)'g  Baker's  Fl'r  "    7.00 

SO  days  i 

Amount  forward 
175 


125J00 

i 
48|00 
55  00| 
70  oo; 

108|7o 


70  00 

80.00 

310  00 


100  00 

87150 
65  00 


60  00 
140  00 


158 


4o: 


45;  00 
150  00 
175,00 


406 


400 


252 


00 


50 


358  40 


370  00 


1847165 


(2) 


BOOK-KEEPING. 
Toronto,  January  17,  1877. 


Brought  forward 

P.  D.  Conger,  Toronto 

1200  lbs.  Cheese  at  3  .11 

20  bbls.  Extra  Baker's 

Flour  "    7.50 

30     "      Superior  "        "    8.00 

10     "      Salmon  Trout   "  14.00 

Bills  Rec.,  Acceptance  at  60  days 

20  i 


A.  S.  Austin,  Gnelpli 

15  bbk.  Salmon  Trout     at  $14.00 

8     "     White  Fish  "      0.00 

25     "     Herrinsrs  "      4.00 

24  

T.  C.  Kerr,  St.  Catharines 
425  lbs.  Factory  Cheese    at  $  .12 
4  bxs.  P.  of  W.  Tobacco 
lbs.     tare. 
114  —  19 
116  —  19 
118  —  20 
120  —  20 

4(58  —  78  ==  390  lbs.  net  at  .32 

-.  29 

P.  D.  Conger,  Toronto 

30  bbls.  Salmon  Trout     at  $14.00 
BiLL.s  Rec,  Note  at  3  montiia 

Cash  sales  from  C  B. 

Total  Mdse  credit 


1847165 


132  00 

150  00 
240,00 
140  00 


210  00 

48  00 

100,00 


5100 


124  80 


662 


00 


358  00 


175 


80 


420  00 
3463  45 
322670 
669015 


176 


CASH    BOOK. 


in 


BOOK-KEEPING. 


CASH  BOOK. 


Dz. 


CASH. 


1877.  1 

F. 

an. 

2 

1 

n 

1 

3 

x/ 

4 

v/ 

5 

v/ 

6 

2 

8 

n/ 

9 

n/ 

101     3 

11    >/ 

12j  >/ 
13j     6 

15!  ^ 

17  '/ 

18  3 
"I  ^ 


A.  R.  Sanderson     investment 

Wm.  Golden  " 

Mdse  Cash  sales  thi»  day 


20 

3  ! 

<< 

^/    i 

22 

J 

24 

2 

" 

^/  I 

|25i  3 

|2G  v/ 

30  3 

1" 

x/ 

S.B. 

1 

Bills  Reo. 

Mdse 
(( 

!A.  S.  Austin 
JMdse 


Discount 

Mdse 

H.  Gordon 

Mdse 

H.  Gordon 

Mdse 

Bills  Rec, 

Mdse 

H.  Gordon 

Mdse 

A,  S.  Austin 

Mdse 

Total 


O.   W.'s  Acceptance 

discounted 
Bales  this  day 


Oil  account 
This  day's  sale* 


R.  G.  &  Oo. 's  Invoice 

of  the  8th 
Sales  this  day 

On  account 
Sales  this  day 
On  account 
Sales  this  day 

H.  G. '8  Note  dis- 
counted 
This  day's  sales 

In  full  "of  account 

Sales  to-day 

On  account 

This  day's  sales 

Mdse  credits 
Cash  debits 


Mdse. 


120130 
170  oo 


150 


00 


186  50 

216180 


265 
240 
175 


Sundries. 


245  60 

180j70 

195100 


225 
216 


145  25 

218  20 

275160 
70 


4130  00 


3226 


9000 


406 


00 


76 


500100 


30166 


400 
20 

300 

50 

100 

3226 


00 
00 

00 

00 
00 

70 


1816413 


178 


BOOK-KEJ£PlJ^a. 


SET  VII. 


CASH. 


(2) 


Cb. 


1877.  :  F. 


Jan. 


J 
J 
5 
2 
6 
6 

"i     ^ 
9!     6 

111  y 

13 1.  B. 

'1  ^ 

"I     4 

16|  ^/ 

Il8  y 
'l9j  2 
|20:  v/ 
J23!    5 

124  6 

125  1 
I 

26  I.  B. 

"  5 
27j  v/ 
30ll.  B. 

"I     l 

'    c 
I     1 


Expense 


Advertising  in  Dai'y 

Papers 
Set  of  bo(>k8  for  store 


Oil  acc«unt  of  w.%'e3 
Deposited 

On   G.  W.'s  Accept*- 

ance 
On  Goods  from  E.G. 

&Co. 
Withdrew  on  acc't 

On  Goods  from  J.  A. 

M. 
Sundry  items 

J.  C.  &  C'j.'s  Invoice 

On  accmnt  of  sulary 


\Vm.  Active 

J\Iercli.  Bank 

Discuuut 

Freiglit 

Win.  Golden 

Freight 

Expense 

Mdse 

Isaac  Porter 

A.  R.  Sanderson    Withdrew  on  acc't 

Riinuier,  Gunn     Full  for  invoice  of 

&  Co. 
Expense 


>?tli  inst. 
Kepairing  store 


Qiiarter's  rent  of 

store 
Deposited 

Sundry  items 

On  account  cf  wages 

On  H.  G.'g  Note 


Merch.  Bank 

■Expense 

iJas.  Sjiry 

Discount 

I  A.  R.  Sanderson    Withdrew  on  ace't 

jMdse 

|Ja3.  Spry 

.Expense 

JMdse 

!\V.  Golden 


^M 


Part  of  S.  &  K.'s  In- 

vfdoe 
On  account  of  salary 

Taxes,  $40.60 ;  clean- 

intr  store,  5i.£0 
O,  C.  W.'s  Invoice 

Witlidiew  on  acc't 


Total  Expense  debits 
"      Gasli  credits 

11^ 


11560; 

i 

15  60 

1            ' 
1     .       1 

!    1 
1 

6  50 

1 

12000  00 

i    1 
1 

|8') 

- 

10'70 

150  00 

i 

540 

1 

12 

60' 

436  00 

12  00 

200  00 

70'o  50 

1 

65 

75 

200 

200,00 

25 

00 

20'00 

605 

14500 

1000  00 

1000 

45 

10 

365  00 

!   ^ 

215|00 

480 

15 

480jl5 

16058;  19 

21tt5Ul' 

1 

J    !^  164:11 

BOOK  KEEPING. 


LEDGER— SET  VII. 


a) 

Ok 


A.  R.  Sanderson. 


Cb 


im\  i  I 

Jan.  13 To  Cash,   C.B.I2 


35. 

311 


OB. 

Balance 


I     l!1877| 
200001: Jan.  I  2'ByOash,  O.B 


145  00 
1177476 


:i211976 


'  Md8e,    I.B. 
"  A.  S.   Aus- 
tin, J. 
"  LosB&Gitin 


413000 
500000 

870 
2119|76 


00 


1211 9;76 


WILLIAM    GOLDEN. 


187?' 

1 

1 

1877 

i 

1 

J  ha,    8 

To  Gash,  C.B.-i 

}       15000 

Jan. 

2 

By  Cash,  CB. 

1 

9000  00 

HO 

"       "     CB.  i 

i\      215  00 

(( 

2 

"  H.  Gordon, 

1 

lOUOOO 

3v 

"  Balance 

111754  75 

(( 

31 

J. 

1 

V 

1211975 

"  Loss  &  Gain 

211975 

1 

1211975 

0\SH. 


1  Of^tTl  1 

Jan.  1^1  To  Sundries 

O.B.I 


1816411 


1816411 


1877,  I  ;      j 

Jan.  31  By  Sundries,   i  I 
i31  CB.  ;2j 

**  Balance.       I 


1605819 
2105|92 

18164'll 


180 


BOOK-KEEPINQ. 


Db. 


BILLS  RECEIVABLE. 


(2) 

Ck. 


1877 
Jan. 

3 

<< 

11 

u 

12 

l< 

17 

<( 

23 

(( 

29 

i 

To  T.  C.  Kerr, 
S.B.I 

"  H.Gordon, 

J.l 
"  T.  0.  Kerr,  I 

S.B.il 
"  P.  D.  Con- 
ger, S.B.'2 
"  H.  Gordon,! 

J.  2 
"  P.  D.  Coii-I 
ger,  S.B.i2 


;i877 
Jan. 


406(75 

40o|oO 

I 
358  40 

I 
662  001 

30000 

42000 

254715 


24;  "  Cash,    C.B. 


6By  Cash,  C.B.i  lii  40CT5 
15i  "  Sundries,  J.  1|  400'00 
181  "         "         J.    2i      062  00 


31 


"  Balaiiet 


:'.00  00 


78 


40 


254716 


MERCHANTS'  BANK. 


1877     i 

Ian.,  6 

"    15 

■18 

-    :i9 


|l  I     Ijl877| 

To  Cash,  C.  B. 2 '1200000' Jan. |17 
"  B.  Rec,  J.  1!      39220; 


Cash,  C.B.  2 


65300 
20000 


13245:201 


19 

29 
31 


By  J.A.  Math- 
ewson,  J.  2 
Mdse,  I.B.,ll 
B.  Pay.,  J.;2| 
Si'ndrieSjJ.ls! 
Bdiauce 


27031 

81500 

172280 

112  50 

1031559 


1324520 


BILLS  PAYABLE. 


1877 
Jan. 


29ToM.liank,J.  2 
21  "  Bdaiux 


1722180 
179920 


3522 


00 


1877 
Jan. 


16lBy  S.  &K.,  J. 

23  "  A.  S.  Aus- 

!  +in,  J. 

251  "  C^T.&Co.J. 


1522180 

200J00 
179920 

.Vv>2100 


ISl 


BOOK-K  EEPING. 


Dr. 


A.  S.   AUSTIN. 


(3) 


Or. 


1877 

|tlS77 

1 

' 

Jan. 

2 

To  A.  R.  San- 

Jan. 

10  By  Cash,  C.B. 

1 

50000 

derson,  J.] 

1  87000 

«« 

24  "  Mdse.,I.B. 

2 

900  00 

ii 

4 

"  Mdsu,  S.B.|l!|  46000} 

(I 

30 

"  Cash,  C.B. 

1 

100  00 

(t 

20 

"       "      S.B.;2l  3r;8!O0| 

a 

31 

"  Balance 

3.SS  00 

<< 

■Ju 

"  B.  Pay,   J.i2i  200,00i 
1   !l          ;     1 

iiBsa'ooj 

1888  00 

HENRY  GORDON. 


1877 

— 

1,1877" 

1 

Jau. 

2 

To  H.  Golden, 

I 

Jan. 

11 

By  B.  Rec,  J. 

1 

40000 

J. 

I 

1000 

00. 

t( 

18 

"  Cash,   C.B. 

1 

400;00 

(< 

15 

"  Md8e.,S.B. 

* 

I 

370^ 

*0, 

1 

(( 

20 

22 

23 
25 

"       "      C.B. 
"  H.  A.  N.  Sc 
Son,  J. 
"  B.  Rec,  J. 
•*  Cash,  C.  B. 

1 

2 
2 
1 

20|00 

200'00 

300,00 

5000 

1370 

00' 

1370|00 

H.  A.  NELSON  &  SON. 


18771     I  Ml        I     !18^' 

Jan.  22!To  H.  Gordon,' 2|    200i00|  Jan 

^:      !  J.i  i 


By  Balaiice 


200,00 


P.  D.   CONGER. 


1877 

~~ 

1 

1877| 

Jan. 

10ToMdse.,S.B. 

1 

252 

oOj 

.Jan.  17 

By  Bills  Rec, 

i( 

17:  "       "      S.B. 

2j 

602 

OOj 

S.B. 

2 

602 

00 

a 

29  "       ♦*      S.B. 

i 

420 

OOj 

"   29 

"       "      S.B. 

2 

420 

00 

1 

"   31 

1 
1 

"  Balance 

252 

1 

50 

1334 

50 

i   I334I5O 

182 


BOOK-K££PINa. 


Dr. 


RIMMER,  GUNN  &  CO. 


Ck. 


18Y7|    I 

Jail.  13'To  Cash,  C.B. 
"    3l|  "  Balame 


•1877,     ; 
2|i  796150  Jan.i  8  By  Mdse.,I.B. 
5100,00     "  127  "       "      LB. 


3956  50 


ll|     796  50 
2\\  3160  00 


395(5  50 


SMITH  &  KEIGHLEY. 


1S77 

Jan. 

16 

li 

26 

t( 

31 

To  B.  Pav,  J, 
"  Cash,  O.B. 
"  Balance 


l!l522:80 
211000,00 

i   277!50 

Ibsoo'so 


il877!     ' 

Jan.  I  5  By  Mdse,  T.B. 
"   26  "       "       LB. 


I  1522:80 
1277  50 


280030 


J.  A.  MATHEWSON. 


1877 

Jan.  l7iTo  Sundries,.!.  2 


28750 


1877 
Jan. 


9  By  Mdse,  LB.  I  1 


287 


50 


ORAMP,  TORRANCE  &  CO. 


1877|     I  I 

Jan.  25  To  Bills   Pay.,  2 

J. 


1799 


2o: 


18771 
Jan.  22 


By  Mdse,  LB. 


1790 


20 


T.   C.  KERR. 


1877 

1 

1 

1877 

Jan. 

3ToMdse,  S.B.  ] 

L    406 

75 

Jan. 

3 

By  Bills  Rec, 

400 

75 

<i 

12"       "      S.B.I 

L!  3.58 

40 

1 

S  K 

1 

t( 

24;  "      "      S.B.ji 

}    175 

80 

1    (t 

12 

"       "      S.B. 

1 

358 

40 

!  94U 

95 

1     « 

31 

"  Balance 

175 

SO 

940 

95 

1^ 


BOdK-KXEPING. 


Ds. 


WILLIAM  ACTIVK. 


(8) 

Ck. 


1877 
Jan. 


To  Cash,  C.B. 
"  M.Bauk,J. 


i    ;1877[ 
211       5 50! Jan.  31 


3      34 


40 


By  Expense,  J.  I  3 


40 


40 


00 


00 


JAMES    SPRY. 


1877;    I 

Jan. '23!To  Cash,  C.B.|2 


;26 

"  i31 


C.B 
"  M.Bauk,J. 


2      20 

2  10 

3  10 

00 
00 
00 

1877 
Jan. 

31 

40 

00 

By  Expense,J. 


40 


40 


00 


00 


GEORGE   STOREY. 


1877 
Jan. 


31  To  M.  Bank,  J.  3 


I    111877! 
40001  Jan.  31 


By  Expense,J. 


4000 


ISAAC   PORTER. 


1877 
Jan. 


ISToCash,  C.B. 
31  "  M.Bank,J. 


40 


00 


40 


00 


MERCHANDISE. 


1877 
Jan. 


31 


To  Sundries 

I.B.  2 
"  Loss<&  Gain 


I 


16359 
4880 

':21240 


||1877i 
50'jan.;31 


(35 


15 


By  Sundries, 
S.B. 
*'  I  "i  "  Bal  InvHy. 


i  6690 
114550 


21240 


16 
00 
15 


i&A 


BOOK-KEISFINQ. 


(6) 

Dr. 


DISCOUNT. 


Cb. 


1877 
Jan. 


6T(fCash,  C.B.I2! 
is!  "  B.  Kec,  J. Ill 

ic!  «    '<      "        J.  12' 


"  Cash,  C.B. 
'*  Loss  (S:  Gain 


m77\   I 

|89;jan.|l3By  Cash,  C.B 


7  80, 
900 

OiOo: 

15ill 


38  85 


17 


"  J.  A.  Math 
ewson,  J, 


30:6(1 
819 


38,85 


EXPENSE. 


1877 
Jan 


3IT0  Sundries,J.j3 
"  "         "    C.B.2 


160  00!  Jail 
48015 


640115! 


3iLBi/  Loss  <h  Gain 


6401  r 


640 


15 


FREIGHT. 


1877 
Jan. 


8!ToCa8h,   C.B, 
9  "       "      C.B 


1 

2: 
2 

1877 
1070  Jan. 
5  40 

31  i 

- 
1 

1 ll               !       i» 

31  -By  Lossdh  Gain 


16 


10 


1610 


LOSS  AND  GAIN. 


1877 

11877 

Jan. 

31 

To  Expense 

640 

15 

IJan. 

31 

By  Mdse 

488065 

(( 

(( 

"  Freight 

16 

10 

(< 

(< 

"  Discount 

16 

11 

<( 

(( 

"  A.  E.  San- 
derson 

2119 

76 

« 

<( 

"  W.  Golden 

2119 

|4895 

1 

76 
76 

i 

4896 

76 

185 


Dk. 


BOOK-KEEPma 


BALANCE. 


(T) 

Ob. 


1877i     ■ 

Jan.  31  To  Cash 
"  j  '•!  "  B.  Bee. 
"  I  "i  '•  ]\].  Bank 
"  I  "i  "  A.S.Austin 
"     "i  "  H.  A.  N.  & 
i  Son 


;1877 
2105  92  Jan.  31  By  B.  Pay. 


1799  20 


vv8  40', 
10315  59jl 
388  00 1 

20000!! 


"  "P.D.Conger   il     252  50; 


"  T.  C.  Kerr 
"!  "  McUe. 


17580 
1455000 


28766  21 


"  R.  G.  &Co.'  3160  00 
"I  "  Smith  &  K.'"  I  277  50 
"  "  A.    R.  San-i   ! 

derson'  'ill77476 
"  "  W.  Golden     .111764  75 


2876C  21 


BOOK-KEEPING. 


BALANCE  SHEET. 

A  "  Balance  Sheet "  is  a  collection  of  all  the  differences 
of  the  Ledger  accounts,  arranged  so  as  to  show  at  one  view 
the  results  of  the  business.  It  embraces,  in  fac*;,  the  Balance, 
Loss  and  Gain,  and  Stock  Accounts.  The  following  form, 
although  simply  headed  *'  Balance  Sheet,"  includes  also  the 
"Trial  Balance." 

The  manner  of  preparing  it  is  as  follows  : 

L  Take  a  sheet  of  paper  of  proper  siae,  and  for  a  border, 
rule  double  red  lines  ai-ound  the  margin. 

2.  Bule  parallel  head-lines,  leaving  proper  space  for  double 
headings,  as  in  the  example. 

3.  Ascertain  the  number  of  Ledger  accounts  to  be  repre- 
sented. If  the  business  is  that  of  a  single  proprietor,  rule  in 
pencil  as  many  lines  as  will  contain  all  the  accounts,  and  j??;i? 
additional.  If  it  be  a  partnership  business  with  two  or  more 
partners,  rule  three  additional  lines  for  each  partner ;  thus,  for 
one  proprietor,  five  lines  more  tlian  all  the  accounts ;  for  two 
partners,  eight  lines  more  than  all  the  accounts ;  for  three  part- 
ners, eleven  lines  more,  and  so  on. 

4.  Lay  off  proper  spaces  tor  debit  and  credit  money 
columns  ;  first  for  the  footings  of  Ledger  Accounts,  second  for 
Gains  and  Losses ;  third  for  Stock,  or  if  pai-tners,  for  each 
partner — and  fourth  for  E.esources  and  Liabilities  ;  also  skigle 
columns  for  Ledger  titles  and  their  Ledger  folios,  and  a  single 
money  column  for  Inventories.  The  position  of  these  columns 
will  be  seen  in  the  example  given. 

The  ruling  of  the  vertical  and  horizontal  ink  lines,  and  the 
method  of  making  the  entries"  will  be  better  understood  by  a 
simple  inspection  of  the  iorm  than  by  any  verbal  directions. 
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COMPANY  ACCOUNTS. 


Our  space  will  permit  us  to  give  only  one  example,  which 
we  will  aiTange  according  to  the  two  methoils  in  genei^al  use, 

1877,  Jan,  1,  Eeceived  from  Robert  Smith,  New  Orleans, 
to  be  sold  on  joint  account  of  himself,  James  Heaton,  and  our- 
selves, each  J,  100  hhds.  Sugar  at  $60.  Paid  freight  by  cheque 
$500.  Jan."3,  Sold  Mark  Newton,  for  cash,  30  hhds.  at  $80 
Jan.  5,  Sold  Edward  Forbes,  on  his  note,  at  30  days,  40  hhds 
at  ,$80.  Jan.  8.  Sold  Charles  Adin,  on  account,  30  hhds.  a 
$80.     Storage  and  Advertising  $50.     Commission  2^%,  $200. 


Dr. 


FIRST    METHOD. 

MDSE  CO.  A. 


Cr 


1877 

li     1  i 

|1877 

; 

.       1 

Jan. 

1 

To  R.  Smith 

2000  00 

Jan. 

3  ,By  Cash 

2400  00 

li 

(< 

"  Merchants'B'k! 

500  00 

(( 

5 

"  Eills  Rec. 

3200100 

it 

8 

"  Charges 

50  00 

(( 

8 

"  Chas.  Adin 

J240OJ0O 

(.1 

(c 

"  Commission 

20000 

. 

ti     li 

"   R.    Smith,  i  In- 
voice and  net  gain 

y 

2416,66 

/ 

t( 

<( 

"  J.  Heaton  ^ia-] 
Toice  and  net  gain 

2416 

67 

/ 

/ 

"  Loss  and  Gain 

/ 

Our  i  net  gain 

416 

67 

8000 

00 

8000  00 

SECOND    METHOD. 

MDSE  CO.  A. 


1877 
Jan. 

1 

<( 

li 

8 

" 

(I 

"i 

ToR.  Smith  I '4000:00 

"  Jas.  Heaton  |]2000,00 
"  Merchants'B'k  500^00 
**  Charges 
"  Commission 
"  R.  Smith,  in.  g 
"  J.  Heaton  J  n.g. 
"   "  Loss  and  Gain 

Our  i  net  gain 


50,00 
200  00 
416G6 
416J67 
416^67 


8000  00 


1877 
Jan 


By  Cash 
"  Bills  Rec. 
"  Chas.  Adin 


/ 


X 


2400  00 
320000 
2400  00 
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In  the  first,  the  presumption  is  that  we  are  not  indebted  at 
present  to  R.  Smitli  for  more  tljan  our  own  share :  in  the 
second,  that  we  are  indebted  for  the  whole — to  R.  Smith,  not 
only  for  our  i  but  his  also,  and  to  Jaraes  Heaton  for  his  J.  The 
closing  entries  must  corres]iond  to  tlie  opening  entries  in  each 
case.  The  pupil  will  see  tliat  the  difference  between  the  two 
methods  is  in  the  opening  and  closing  entries.  The  above 
entries  will,  of  coui-se,  indicate  the  journalizing.  It  is  usual, 
in  posting  from  the  Jouj-nal,  to  biing  the  last  five  items  on 
Dr.  side  in  one  sum  under  the  term  "  Sundi-ies.''  The  first 
method  is  the  moi-e  correct  one. 

COMMERCIAL  CALCULATIONS. 

As  the  pupil  may  be  supposed  to  be  familiar  with  the  method 
of  calculating  Interest,  Discount,  Exchange  and  Simple  Equa- 
tion of  Payments,  we  will  give  here  only  the  method  of 

EQUATING  AN  ACCOUNT. 

Suppose  the  following  to  be  Abel  Bond's  account  in  our  Led- 
ger, and  it  be  required  to  equate  it,  that  is,  to  find  at  what  time 
the  balance  of  tho  account,  $225,  should  be  paid,  so  that  neither 
be  nor  we  shall  be  the  losers  in  regard  to  interest. 


Dr. 


ABEL  BOND. 


Ck 


1      [1876 

220'Gp  Julv 
125db|ISep. 

1 

17 

200,00 

Oct. 

3 

140i00 

190 

00 

By  Cash 

Note  at  3 mo 
Cash 


200 
300 
150 


First  ascertain  when  each  amount  becomes  due,  and  then 
assume  the  latest  date  upon  which  any  item  on  either  side 
becomes  due  as  the  date  of  settlement.  Multiply  each  item  on 
both  sides  by  the  number  of  days  between  its  date  and  the 
assumed  date.  Find  the  sum  of  the  products  on  each  side,  and 
divide  the  difference  between  the  two  sums  by  the  balance  oi 
tlie  account.  The  quotient  will  be  the  ^umber  of  days  that  th* 
assumed  date  is  outxif  the  reckoning. 

If  the  difference  of  ])roducts  and  tho  balance  of  the  account 
fall  on  the  same  side  count  backwards;  if  on  opposite  sides  coum 
forwards. 
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EXAMPLE, 


1876 

Am'ts. 

Days. 

Products 

1876 

Am'ta.   Days. 

Prod  Ida 

July      3 
Oct.       1 
Nov.    15 

1877 
Feb.     24 
April     1 

220 
125 
200 

140 
190 

272       59840 
182       22750 
137       27400 

July       1 
Dec.     20 
Oct.       3 

200       274 
300        102 
150        180 

54800 
30600 

27000 

36 
0 

5040 
0 

050 

112400 

875 
650 

115030 
1124U0 

The  differences  falling  both  on  the 
same  side  we  cmmt  backward b  11 
days  from  April  1st,  wliich  brings 
the   equated   time   to  March  L'lst, 

1K77 

225 

2630 

11 

Any  other  date  may  be  assumed.  If  tlie  earliest  date  had 
been  assumed,  the  direction  of  countivg  would  liave  been  oppo- 
site to  that  above ;  the  general  rule  being — when  the  difier- 
ences  fall  both  on  the  same  side,  to  count  from  the  assumed  date 
in  the  same  direction  as  the  other  dates  are  in  regard  to  it ; 
when  the  differences  fall  on  opposite  sides,  to  count  from  the  as- 
sumed date  in  an  opposite  direction  to  that  of  the  other  dates  in 
regard  to  it. 

The  thoughtful  pupil  will  readily  see  that  if  he  multiply  the 
difference  of  the  products  by  the  rate  per  cent,  and  divide  by 
::6500  he  will  have  the  balance  of  interest,  on  April  1st,  and 
therefore  the  amount  which  settles  the  account  at  that  date. 

Another  method  of  finding  the  average  date  is  to  ascertain 
what  the  balance  of  mlerest  v/ould  be  at  the  assumed  date  of  set- 
tlement. If  the  balance  of  interest  is  in  favor  of  Abel  Bond, 
he  is  entitled  to  keep  the  balance  of  the  account  long  enough  to 
produce  that  interest ;  hence  the  true  date  will  be  subsequent  to 
the  assumed  one,  and  we  must  count  joi-uards,  and  if  the  balance 
of  interest  is  against  him,  the  true  date  will  be  just  as  long 
before  the  assumed  one,  and  we  must  count  backwards. 

As,  for  the  purpose  of  merely  equating  the  account,  it  is  im- 
uaterial  what  rate  per  cent,  we  take  so  long  as  we  use  tiie  same 
or  both  Hides,  we  choose  6%,  and  reckon  360  days  to  the  year. 
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1876. 

Am'ts. 

Days. 

Int'st.  1 

July    3 

220 

272 

9.97 

October  1 

125 

182 

3.79 

Nov.    15 

200 

137 

4.57 

1877. 

Feb.    24 

140 

36 

.84 

AprH    1 

190 

0 

— 

875 

19.17 

650 

18.73 

225 

.44  1 

1876. 

Am'tB. 

Days. 

July     1 
Dec.    20 
October  3 

200 
300 
150 

274 

102 
180 

650 

Tnt'st. 


9.13 

5.10 
4.50 


18.73 


The  balance  of  interest  is  against  A.B. 
Hence,  for  the  payment  of  §225  to  settle 
the  account,  it  ^hould  have  been  paid  as 
long-  before  April  1st  as  it  would  take  to 
produce  44  cents  interest;  viz.,  11  days, 
bring-ing  the  equated  time  to  March  21st, 
i'l»77,  as  above. 


The  student  will  perceive  that  the  principle  observed  here  is 
to  duirge  Abel  Bond  with  the  interest  on  the  various  amounts 
received  by  him  from  the  time  of  their  becoming  due  in  Cash  to 
the  assumed  date  of  settlement,  and  in  like  manner  to  allow  or 
credit  him  with  interest  on  the  sums  paid  by  him.  A  careful 
examination  of  the  two  methods  will  show  that  they  are  essen- 
tially the  same,  for  if  we  divide  the  difference  of  the  products  in 
the  first  by  6000  we  obtidn  the  balance  of  interest,  44  cents 
nearly.  The  reason  of  this  is  plain.  Tlie  interest  on  $220  for 
272   days,  (using  for  convenience  the  same  rate  as   above)  is 

,   ^       220  X  G  X  272     220  x  272     .^  ^^        ^  .^,    ^- 

^^^^^  *^  -  36000  =  -"6000-  =^^-^^'  ^^^  ^°  ^'^^  *^* 
rest.  Now,  in  the  first  method  we  simply  write  down  the  pro- 
ducts, reserving  the  division  by  COOO  until  we  arrive  at  the 
difference  of  the  products.  Indeed,  if  we  divide  each  individual 
product,  the  suras  of  the  debit  and  credit  products,  and  the 
difference  of  these  sums,  in  the  first  method,  by  6000,  we  shall 
find  the  quotients  to  agree  respectively  with  rhe  corresponding 
amounts  of  interest  in  the  second. 

The  number  of  days  to  be  counted  from  April  1st  is  more 
nearly  12  than  1],  but  we  have  chosen  to  give  Mr.  Bond  the 
advantage  of  the  i  raction. 

If  he  propose  to  give  us  his  note  with  interest  for  the  balance 
of  the  account  it  sliould  be  dated  March  21st,  1877. 

If  he  propose  to  settle  the  account  on  the  1st  of  April,  1877, 
he  should  pay  $226.44. 

There  are  other  ways  of  equating  an  account,  but  our  s]>Ae« 
forbids  us  alluding  t(»  them. 
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CLASSIFICATION  OF  ACCOUNTS. 

Accounta  liave  been  classified  in  various  ways,  but  we  will 
here  mention  only  four  of  these  : — 

I.  The  older  writers  generally  divided  them  into  Pers^pnal, 
Real,  and  Fictitious  or  Nominal. 

Personal. — Those  in  the  names  of  the  'persons  with  whom 

we  do  business  on  credit ;   as  Robert  Smith,  Charles  Adin, 

etc. 
Real. — Those  representing  property,    as  Cash,  Mdse.,   Eeal 

Estate,   Railroad  Stock,   Bills   Receivable,   and  including 

also  Bills  Payable. 
Fictitious  or  Nominal. — Those  representing  the  different 

kinds  of  expenses,  and  various  other  causes  which  add  to, 

or  take  from,  the  gain  which  the  Mdse.  Acct.  may  show  ; — 

as  Interest,  Commission,  Expense,  the  Loss  and  Gain  acct. 

proper,  and  including  also  Stock  acct, 

NOTE. — If  a  Bank  Account  be  kei>t.  some  call  it  a  Real  account,  as  it  represents  Cash 
inimtdiately  available  ;  others  a  Personal  accoiini,  as  the  Bank  stands  related  to  U8 
fts  Dr.  or  Or.  in  the  same  way  as  any  person  does. 


II.  PersODritl  ^^''^^Tvv+JB.  ^rorverty  accounts,  and  accounts 
of  Causes  ;  corresponding  severally  with  the  divisions  in  No.  I. 

TIL  Personal  and  Impersonal ;  or  accounts  of  Persons 
and  Things. 

Personal. — All  persons  with  whom  we  do  business  on  credit, 
including  Bank  account,  and  the  proprietor's  investment  ac- 
count, called  Stock  or  Capital. 

Impersonal. — All  not  versonal :  that  is,  those  representing 
things — not  only  material,  tangible  things,  such  as  Cash, 
Merchandise,  Bills  Receivable,  Bills  Payable,  Railroad 
Stock,  Real  Estate,  etc.,  but  also  anything  in  the  shai)e  of 
accommodation  or  advantage  received  or  given  by  us,  and 
having  a  money  value  in  relation  to  our  business. 

IV,  The  most  practical  division  is  into  Asset  and  Lia- 
bility accounts,  and  Loss  and  Gain  accounts. 

Asset  and  Liability  accounts. — Those  whose  closing  entry 
shows  an  asset  or  a  liability ;  as.  Cash,  Bills  Keceivablo, 
Bills  Payable,  Bank,  Robert  Smith,  Robert  Smith's  Con- 
signment. 

Loss  and  Gain  accounts. — Those  whose  closing  entry 
shows  a  loss  or  a  gain  ;  as,  Merchandise,  Real  Estate,  Bank 
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Stock,  Shipment  to  Hamilton,  Commission,   Interest,  In- 
surance, Ex]>ense,  and  tlie  Loss  and  Gain  account  proper. 

NOTE. — Any  speculative  property  on  liand,  as  found  bj  taking  stock,  Is  an  atset. 

Of  these  classitications,  III.  and  IV.  seem  to  us  the  only 
ones  of  any  special  value.  The  former  affords  the  means  of 
showirig  the  reason  for  debiting  and  crediting  accounts  of  things 
as  well  as  accounts  of  persons.  The  latter  is  of  practical  utility, 
in  leading  us  direct  to  the  great  end  of  all  account-keeping, 
namely,  the  present  financial  condition  of  the  business,  and  the 
ways  and  means  by  which  from  a  known  previous  condition  the 
present  one  has  been  attained. 

NOTE. — The  tenns  Real  and  Reprfsentative  have  been  applied  by  some  to  the  two 
div.^'nnsin  No.  IV.  As  these  tenns,  however,  are  used  by  others  in  a  different  sense,  w» 
have  preferred,  rather  than  confuse  the  student  by  the  use  of  terms  so  difterrnily  ap- 
plied, to  call  them  simply  Asset  and  Liability  accounts,  and  Loss  ftud  Gj.w  !u:?t-'vp-:, 
The  former  are  sonietimei  called  instate  Accounta.  , 
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EXAMINATION  PAPERS 

ON 

i300k:-k:ee}pitvg3-, 

SELECTED   CHIEFLY 

fH«j*«    THOSE    PREPARED    UNDER    THE    DIRECTION    OP 
THE  EDUCATION  DEPARTMENT  FOR  ONTARIO. 


SKOONB  CLASS  CERTIFICATES,  JULY,  1»TL 


Time — One  Hour  and  a  Half. 

1.    Dasertbd  the  Cash  Book,  Joomal,  Ledgrerand  Invoiee  Book. 

S     Yoa  comniince  business  with  $6,000  cash,  and  $6,000  goods  pwchasadfrom  A.  B 

at  6  tc^nths.     Shew  what  accoimtp  you  would  open. 
S     WkAt  accounts  would  be  affected,  and  how,  by  the  foUowihjf  entries : 

(1)  Sold  goods  to  A.  on  account,  ?600. 

(5)  Sold  groods  to  B.  to  the  amount  of  91,000,  receiving  980O  oash  and  hia  note  at 
4  months,  payable  at  Bank  of  Toronto. 

<»)  Bought  goods  from  C,  $1,600,  paying  $800  oaah  and  giving  nay  note  at  < 

months^  payable  at  Bank  of  Commerce. 
(4)  Had  B.'8  note  discounted  at  Bank  of  Toronto  at  8  per  cent. 

(6)  Recelvad  a  legacy  of  $800, 

i.    W  hat  is  the  oS»ject  of  the  Profit  and  Lose  acooimt  1    When  do  you  debit  and  nredlt 

H? 
5.    DoMribe  the  st«)^  you  would  take  in  closing  a  set  of  booksi 


■UbST  CLASa  CERTIFICATES,  AUGUST,  1871- 


YrMK — One  Hour  and  a  Half. 

1    W  kat  is  tlw  objeut  of  b^Mk-kaauinirt    State  Um  books  usually  employed, 
«aaol  each. 
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t.    What  is  the  dl«tlD«tI<ni  between  r«al  ftnd  flctltiona  i 
%.    Si*X*  ftUly  how  you  balance  the  foUowinf  Mooonta 

(a)  QcoAa. 

(6)  Profit  and  LoMi 

(c)  Balance. 

4,    What  ie  tceact  by  a  trial  balance  T 

Cb    Joomalir^  the  following  transactionii  :— 

<«)  Bought  from  McMaster  A  Co.,  60  pieces  cloth,  containing  80  yards  e*ch^ 
at  tSji  per  yard,  paid  cash  $1,000,  and  gave  my  note  at  6  month»  foi 
remaiuder. 
(ft)  Sold  to  John  Smith,  g^>od8  $S00,  received  Ln  cash  fl60,  and  his  note  »t  i 

months  for  the  remainder. 
(e)  Discounted  the  above  note  at  7  per  cent. 

(d)  Lost  my  pocket  book  containing  ?160. 

(«)  The  pocket  book  was  found  a  few  days  after  and  returned,  when  I  jjaw 

flO  to  the  finder. 

&    Shew  how  to  average  an  account.    Bought  goods  from  A.  R.  McHaater  &  Bro.  at 

per  invoice  :    April  4th,  $600  on  4  months  ;  May  15th,  $930  on  6  months  ;  June 

12th,   $1,020  ou  4  months.     Paid  on  account.  May  20th,  $750;  June  5th,  $720; 

July  10th,  $300.    When  must  1  pay  the  balance? 


FIRST    CLASS   CERTIFICATE— DECEMBER,  1874. 

Time — One  Hour  and  a  Quarter. 

L  Are  all  the  Real  Accounts  closed  To  or  By  Profit  and  Loss  T    Qlv*  rtason  for  yonr 

answer. 

2.  Explain  how  the  following  accounts  are  closed  :  Profit  and  Loss.  Stock,  Balance. 

8.  Define  Bill  of  Lading,  Bonded  Goods,  Bill  of  Entry,  Consignment,  Manifest,  Letter 
of  Credit,  Salvage. 

4.  Shew  with  example  how  to  "  average  an  account." 

6.  Shew  how  to  journalize  in  the  following  cases  : — When  I  sell  goods  of  one  sort  for 
part  goods  of  another  sort,  part  cash,  part  bills,  and  p.art  credit.  When  1  buy 
goods  of  one  sort  for  part  goods  of  another  sort,  part  credit,  part  cash,  and  part 
bills.  When  I  receive  a  legacy  in  houses,  or  lands,  or  goods.  VMien  I  buy  a 
bill  of  another  for  ready  money  and  receive  discount.  When  I  sell  a  bill  for 
cash  and  give  discount.  When  goods  bought  on  credit,  are  sent  to  sea  for  my 
owa  account.  When  goods  are  sent  to  sea  for  my  Factor's  account,  wbich  were 
formerly  entered  in  my  books.  AVlien  thegoods  of  another  person  art;  insured  by 
me  and  I  receive  the  money,  (1)  presently,  (2)  not  presently.  When  i;oods  of 
my  own  that  were  insured  are  cast  away  at  sea.  When  the  insurance  is  paid  to 
me  after  I  have  entered  the  circumstances  in  my  books.  Wlien  goods  in  Com- 
pany are  sold  by  me  on  credit.  When  goods  of  my  partner  are  brought  into 
Company. 


1ST  CLASS  CERTIFICATES— JULY,  1876. 

Time— One  Hour  and  a  Quarter. 

v*. 

L  OIt*  io  fo]]  your  method  of  closing  a  set  of  Books  (Double  £hitry). 
tL  Claadfy  the  following  acooimts  for  closing  purposes,  and  explain  boweaeh  accounl 
U  «looe!t— Stock,  C«Lh,  Herchandiaa,  Balanoe,  Bank,  Bank  Stock. 


BOOK-KEEPING. 


m 


SOOO  M 


(m)  John  Thompson,  Dr 

Bank,  "  

To  BilU  R«e«W»bl«.. 


(i)  Shipment  to  A.  Low,   Dr 
Jl.  Low, 


To   MerchandUe. 
,1    Ca»h 


^t>)  John  Henry,  Dr VA-    ': 1 ' 

'^  To  John  Henry's  amglgfrnnent 


1800  OO 
1200  00 


1100  00 

1060  oe 


120  00 

ISO  00 

IV    Joitroallje  the  following  tmnsactiuns,  post  and  close  the  Ledger  :- 

Jnlv  ut  1S76  Inrestec  in  busfiness,  cash,  ^00 ;  merchandise,  #4,-50  ;»  note  fo^ 
*4'  in  favorof  John  HUl,  sismed  by  W.  \Yininp:N.  and  -.ulorsed  by  H- 
cTper  dated  M^y  I8tb,  1875,  at  .0  days  ;  an  accepted  drait  'or  eoOO,  dr.wn 
hv^U  S  ramon  on  Geof'o  Dein.  May  10th,  18.  a,  at  90  da;, -,  and  accepted 
M^a.  ISthT  R  ManniugV^  account,  $300;  Eeal  EsUte,  ^.0  •^.  .2nd.  Sold 
MeCrea,  Brothers  merchandise  a.s  i«cr  invoice,  S'20O  ;  received  in  Payment 
Sieque  on  Onturio  lUr.k  lor  eiO'J,  tneir  note  to  balance,  oia^  Shipped  K. 
ManViiL  ?3,000  worth  ol  merchandise,  one-lialf  from  my  storehouse,  balano. 
S.,,  h,  frXm  I  Hpi'  ..n  mv  noU-  at  30  .i.iv.s.  4th.  Received  from  K 
Sn;rsetnd«;.is^n»Vnt,cons.:.ti,i.  .k  100  bbls.  «our.  uivoic^  at 
Ss  per  bll ;  pa.d  frei-ht  and  draya^e  o„  same  by  cheque  $180.  «th.  Sold 
«:  n.inn  100  bbls  fi.'jr,  from  R.  M;..min^8  cousigrnment  No.  2,  at  ?12.60 
^r  bh"  receivSl  In  pajnnent  a  cheque  on  Br.nk  for  $300,  an  order  on  A.  B 
^r$«':-^hforbaIanci  10th.  Closed  R.  Mannings  consignment  (No  2). 
«id  rendered  him  an  account-sales  of  the  .ame  ;  our  charge  for  st^jrage  &a, 
«vmn;iB«ion  840  ■  a.  Manning's  net  proceeds  remitted  in  cash,  Sl,020.  Idth. 
Ke'eTd  a"co^nt^le"of  meW^andL  sh.ppel  R.  Manning  on  the  3rd  inat^ 
»20  B^xompanied  by  a  cheque  tor  amt^of  >,.ur  net  proceeds,  ^,500,  which 
I  dep<«ited  in  Bank.     Merchandise  on  hand,  as  per  mvenlory,  $3,250.00. 

W.  Writooot  the  Business  Forms  required  in  Uw  preceding  que-uon  for  Ui»  Ut  mq 
Sod  «f  the  month. 


gECOND  C1AS8  CSKTITICATES-JULY,  187* 

Time— One  Hour  and  a  Quarter. 

I  WMch  do  yon  consider  the  more  gatisfactory  iystem  of  Book-keopto*.  Blnp-  « 

Double  "fenlry  ?    (live  your  leajiona  in  full. 
1   Explain  the  following  terms  as  used  in  Book-keepinp :  BiUs  Payable,  Stock.  Ship- 
ment, Cousiffnment,  Account  Sales,  Acceptance,  Drawee,  Protest. 
1  Journalize  the  following.     Give  your  rule,  and  show  that  it  ia  satisfactory  whea 
applied  to  these  particular  entries  : 

(at  July  1st  1876.  I  commence  business  investing  as  follows  :— Cash 
«5  000  Mdse.  $2,500,  Wood  for  use  in  Store  $100.  I  owe  on  a  note, 
fivor  of  John  Thompson,  dated  June  Ist..  at  6  mo8.  81,200  with  one 
month's  interest  on  same  58.  .,,,„,>      ^         , 

(b)  BouL'bt  of  John  J()n«fl  SIdse.  as  per  invoice  tl,200.  Gave  in  pajinent 
iiivnot<Uor»600at30day6.     a-vlance  on  account.  i , ,     ,    w. 

(e)  RelU  from  Horry  Kerr  100  Bbls.  Flour  invoiced  ct  |8  per  bbl.,  to  be 
sold  on  his  account  and  risk,  paid  drayage,  &c,  by  an  ord»r  on  W. 

Smith  $40.  .        ,  . „_,_ 

4  Mr*  IHt  Book  entrie*  corresponding  to  the  following  Jouni»153^:ffl«J 


BOOK-KEEPING. 


(k)  MdM.  Dr. 


To  John  WaJiw. 


(b)  Bills  Pa  VHbla,     Dr.. 

To"  flank 

"    W'm.  West. 

'     IMHUOUUt     . 


tbO 
100 


800 


1,600 


00 


00 


800  !  00 
iiO  I  00 
60  I  00 


(o)  Shipment  to  A.  B.  Dr 

T«  Mrise 1,000 

'•    CD 500 

■'    Cash I  100 

(Sl  QJTe  Day  Book  entries  corresponding  to  the  following'  entries  as  found  in  Mdue. 

account,  and  clotie  the  account,  given  that  $2,00U  worth  of  Mdse.  Btili  lemaini 
onsold : 

Dr.                                                    Hoax.  Cu. 


July 


To  Stock    

"  Sundrie.<i I 

"  Bills  Hcceivable.l 
"  Win.  Cooper  ■ .  .  } 
"  Jotui  Suulh 


8,000 
640 
320 
800 
110 


July 


1  By  Cash 

3    "    Bills  Payable.... 

6    "    Ji)hn  Joues 

8  I  "  Shipmeni  to  A.  B. 
9 1  "  BilU  Keceivable. 
10  I  "    Bank 


800    00 

150     00 

1.200  I  00 

1,800  I  OC 

1,500    00 

100    00 


NORMAL  SCHOOL  FOR  ONTARIO. 


FORTY-NINTH  SESSION JUNE,  1878. 

FIRST  AND  SECOND  CLASS  CERTIFICATES. 


Time— Two  Hours. 

L  Dlrlde  the  following  accounts  into  Per.sonal,  Real  and  Fictitious,  viz.  ; — Cash,  A  B., 
B*rik  of  Toronto,  Interest,  Ueal  Estate,  Commission,  Bills  ReceivaWe,  Mdiie., 
Expcns*!,  Bank  Stock,  Sills  Payable. 


S.  Divide  the  same  accounts  into  two  claases,  one  showing  an  asset  or 
other  a  Iobs  or  a  g:ain. 


liability,  the 


J  Say  which  of  the  Real  accounts  in  No.  1  belong  to  the  class  of  accounts  sitowing 
Assets  and  Liabilities,  and  which  to  the  Loss  and  Gain  accounts.  Explain  how 
you  would  distinguish  between  them. 

1.  The  hooks  of  orig-inal  entrj-  beir.s,'  the  Cash  Book,  Sales  Book,  Invoice  Book,  and 
another  for  miscellaneous  entries  explain  the  use  of  each.  i 

f>.  Draw  out  a  form  for  a  Bill  Book,  and  explain  its  use. 

6.   Describe  the  mode  of  pKJstinp  direct  from  the  Cash  Book  and  Invo'cc  Boot 

t .  Joamalizc  the  foUowiug-  Day  Book  entries : 

(a)  Began  buBiness  with  Cash  $10,000,  of  which  $3000  is  borrowed  from  M.  N.  on 

our  note. 
Also,  C.  D.  owes  us  $400  on  his  note,  and  $300  for  which  we  hold  no  now 
We  owe  E.  F.  on  hook  account  $200,  and  G.Hon  our  note  $100 

(b)  Sold  A.  B.  goods  ?i'ijO,  and  received  on  account.  Cash  $400,  and  R.  S.'s  nou 

for  $200,  on  which  he  allo'.vs  us  discount  $1.60 
(0)  Boaght  from  Bank  of  Toront<i  for  Gash,  Bill  of  Exchange  ou  City   Bank, 
London,  England,    for  $200   Stg,,    and  remitted  the  same  to   Benjamin 
Worth,   M»uobe«t«r,   fingbmd,  va  setUement  ot  acoount     Kxcbaiura  •* 
UOi. 


BOOK-KEEPING.  V 

A.  B.  ftiid  C.  D.  ar«  In  purtnership.     On  closing  the  books  the  partners'  Capital 

Acoounta  bai!  the  Lo&s  and  gain  accounts  are  a«  l"n!iow«  :- A.  B,  Or.  $800,  Cr. 
f20flO;C.  D.,  Dr.  $100,  Cr  SlIIOO  ;  Loss  and  Gain,  Dr  3100,  Cr.  $620.  Required 
the  net  <3in,  and  each  partner's  present  net  capital.  Required  also  the  protent 
liabillriee  of  tht>  cunceru,  the  Dr.  side  of  Balance  Acci.  beinj;  916,9^0. 


FINAL  EXAMINATION. 

FIFTIETH  SESSION,  DECEMBER,  1873. 

FIRST  AND  SECOND  CLASS  CERTIFICATES. 

Time — Two  Hours.. 

1.  Before  closlnif  Mdae.,   Bank    Stock,    Real    Estate,    or  any  speculative    prop»rty 

accoui.t,  with  a  vjow  to  And  the  gain  or  lo*3,  what  must  be  first  taken  into  con- 
sideration, and  what  raust  be  done  with  it?" 

2.  Wnat  does  the  Lo*3  and  Gain  account  contain  when  completed  t    What  does  the 

Balance  accc>unt  contain  ? 

5.  In  »  business  where  the  transactions  are  soma  for  cash,  and  8ome  on  time,  either  bj 

note  or  not,  name  the  accounts  which  will  be  closed  intx)  Balance,  and  thoi^ 
which  will  be  closed  into  Loss  and  Gain,  stating  thu  side  of  these  two  accounts 
to  which  the  closing  entries  will  be  transferred, 
4.  Give  an  example  of  a  sale  for  cash,  one  receiving  the  buyer's  note,  and  one  on 
accoant.     Gi»e  Daj-  Book  and  Journal  entries. 

6.  O've  an  example  of  a  purcli3.5e  made  by  us,  we  gixnng  in   pajitient  part  cash,  part 

our  own  note,  part  another's  note,  wad  cheque  on  Bank  fur  balajico.     Give  Day 
Book  and  Journal  entries. 
6.  Journalize  the  following.;  : — 

1873,  Nov.  25 — Received  of  A.B.  his  acceptance  atone  month.    Q-ISO. 
Sff-Paid  A.  B.'s  Bill  into  Bank  for  discount. 

Bill $460  00 

Discount 2  26 

447  76 

T.  Why  is  it  that  when  a  consignment  of  s»oods  is  made  to  ut  to  be  sold  on  account  of 
another,  we  do  not  enter  in  the  Ledger  the  value  of  the  goods,  while,  if  we  con- 
Hign  goods  u>  another  to  be  sold  by  him  on  our  account,  we  do  ent«r  the  value 
of  the  gooda  T 
§  Give  an  cxamjile  of  an  expenditure  which  would  be  more  properly  put  in  Privat« 
Account  than  in  Expense,  and  one  which  would  be  inoro  properly  put  in 
Capital  or  tjtock  than  ii  either  Private  or  Expense.  Give  a  case  uf  cash  going 
out  of  our  possession  for  which  no  account  but  Loss  and  Gain,  could  well  be 
debited. 
*.  From  the  following  Trial  Balance  find  each  partner's  present  net  capitil,  arranging 
the  entries  in  the  Partners'  accounts,  the  Loss  and  Gain  and  Balance  accouutt. 
w  they  would  be  in  the  ordinary  closing  of  the  Ledger. 

flOOO  R.  S.  (Capital)  53883 

lOO;.  M.  N.  (Capital)  38S3 

1000  X  Y.  (Capital)  3884 

200  B.  S.  (Private)  .... 

200  M.  N. (Private)  .... 

200  X.  Y.  (Privaie) 

7000  Cash  4000 

46ti0  Ontario  Bank  3560 

97S  Biil4  Beceivabl«  473 

664  Bills  Payable  084 

861  A.  B.  S68 

473  C.  D.  678 

10600  Mdso.  (unsold  J58nO)  7600 

1200  Ontario  Bank  S;   .  1<  (un»old  $500)      BOO 

160  Interost  100 

too  (>>TtimiS')iou  190 

100  Kxpenne  

'm^  no.M? 


IKDEX. 


A^coepted  Ih-aft,  form  of ••  * 

A.ccount,  nature  and  form  of  an    ' 

A.ccount,  examples  of  independent  1^ 

"         xamples  of  connected    1" 

"       object  of  a  set  of 3,  29,  10- 

'*       averaging  of  1^0 

"       classitication  of 19|* 

Assets,  nature  of  "^ 

Balance,  the  meaning  of  the  term  in  closing  entries 130 

Balance  Account,  remarks  on    134 

"      Sheet,  remarks  on   125,  187 

"      forms  of    41,  56,  82,  88,  125,  188 

"      Trial,  remaiks  on 123 

"      forms  of  122,  124 

Bills  and  Notes,  remarks  on 144 

"         "  journalizing  of 151,  152,  153 

Bills,  Due,  forms  of 97 

Bill  of  goods,  forms  of 94 

Bill  Book,  remarks  on 61 

form  of 74,  150 

Capital  or  Stock  Account,  remarks  on 20,  27,46,  134 

Cash  Book,  remarks  on    60,  166 

"  forms  of 71,  i78 

Checks,  journalizing  153 

Classification  of  Accounts  193 

Closing  Ledger  Accounts,  remarks  on 129 

Consignments,  remarks  on 152 

Day  Book,  remarks  on 44,  60,  104 

Days  of  Grace     144 

Double  Entry,  fundamental  principles  of 28,  103 

how  it  differs  from  Single 28,90,  102 

Dr.  and  Cr.,  remarka  on  their  use 11,  106 

Drafts,  forms  of 2,  99,  IOC 

"       journalizing 152 

Due  Bills,  forms  of 97 

Equating  of  Accounts •••  •     19^ 

Equal  Debits  and  Credits,  a  fundamental  principle  of  D.  E 28,  lOf 

Errora,  detection  and  correction  of  13i 

Examlnatiou  Ps^n ~ i,  ii,  iii.  It,  t. 


li  IKDEX. 

Genera]  Statement,  forms  of,  Single  Entry 41,  66,  82,  88 

Double  Entry 125,188 

Interest  Account,  remarks  on 128,  146 

Inventory  Book,  remarks  on 62 

Invoice  Book,  remarks  on    61,  165 

"  form  of 173 

Invoices,  forms  of ,  95 

Journal,  remarks  on    104 

Journal  T>:iv  Book,  remarks  on 157,   164 

"  "  "  form  of    158,  170 

Journalizing,  general  directions  for  105 

Ledger,  remarks  on    2S,  45,  107 

"       Single  and  Double  Entry,  howrthey  differ 28,  90,  102 

"       Accounts,  remarks  on  closing 125) 

"  "  order  of  closing  131 

Ledger  Postings,  proof  of,  in  Single  Entry 1...       60 

Liabilities,  nature  of  / 4,      (^ 

Merchandise  Account,  how  closed   130,  133 

Merchandise  Co,  Accounts,  example  of  189 

Notes  and  Bills,  remarks  on    144 

"      .Uscounted 151,  153 

"  "      renewal  of    153 

"  "      protested  for  non-acceptance  152 

"  "      protested  for  non-payment 152 

Orders,  forms  of    96 

Object  of  a  set  of  Accounts 3,  29,  102 

Posting,  on 46,  108 

Promissory  Notes,  forms  of I,    97 

Proprietor's  Investment  Account,  remarks  on 20,  27,46,  134 

Receipts,  forms  of 92 

Sales  Book,  remarks  on 165 

"  form  of 175 

Shipments,  remarks  on     151 

Single  Entry,  how  it  differs  from  Double  Entry 28,  90,  102 

defects  of 89 

Speculative  Property  Accounts,  remaiks  on 130 

Statements,  forms  of.  Single  Entry 41,  56,  82,    88 

"  "  Double  Entry 125,188 

Stock  or  Capital  Account  20,  27,  46, 134 

TrisI  Baljuace,  remarks  on , 123 

forma  of  122,  124 


How  to  Secure  and  Retain  Attentioa. 

By  Ja3.  Lacqhlin  HnoHiw.  Price,  25  Cento. 

Compriaincr  Kinds  of  Attention.  Characteristlos  of  Positive  Attention! 
Charaoteristics  of  The  Teaciier.  How  to  Ck)ntiol  a  Class.  Developing  Men 
tal  Activity.    Cultivation  of  the  Senses. 

(From  Thb  School  and  UNivBiustTT  Masabinb,  London,  Eno.) 
"Replete  with  valuable  hints  and  practical  suggestions  which  are  eyldent- 
ly  the  result  of  wide  exfwrienoo  in  the  soholastio  profesdon." 


in 


Manual  of  Drill  and  Calisthenics  for  use 
Schools. 

By  J.  L.  HnoHBs, Public  School  Inspootor,  Toronto,  Graduate  of  Military 
3cho»l,  H.  M.  2»th  Regiment.  Price,  40  Cents. 

The  work  contains :  The  Squad  Drill  prescribed  for  Public  Schools  in  On- 
tario, with  full  and  explicit  directions  for  teaching  it.  Free  Gymnastio  Ex- 
ercises, oarefully  selected  from  the  best  German  and  American  8y.,soins, 
and  arranged  in  proper  classes.  German  Calisthenic  Exercises,  as  ^ught 
by  the  late  Colonel  Goodwin  in  Toronto  Normal  School,  and  in  England. 
Several  of  the  best  Kindergarten  Games,  and  a  few  choice  Eiercise  .Songs. 
The  instructions  throughout  the  book  are  divesfted,  as  far  as  possible,  of 
Unnecessary  technicalities. 

"A  most  valuable  book  for  every  teacher,  particularly  In  country  places- 
tt  embraces  all  that  a  school  teacher  should  teach  his  pupUs  on  this  subject. 
Any  teacher  can  use  the  easy  drill  lessons,  and  by  doing  so  he  will  be  con- 
ferring a  benefit  on  his  country."— C.  RADCLim  Dka&salt,  Mo^-tr  tixak 
Life  Guard*,  Drill  Instroctor  Norinal  aM  Model  Schools,  Toronto, 


WORKS  FOR  TEACHERS  A>T)  STUDENTS,  BY  JAS.  L.  HUGHES. 

Examination    Primer   in  Canadian  History. 

On  the  Topical  Method.     By  Jas.  L.  HrGiiss,  inspector  of  Schools,  To. 
ronto.   A  Primer  for  Students  preparing  for  Examination.       Price,  25c    I 

Mistakes  in  Teaching. 

By  JA.J.  LAtTOHLrs-  FfrsHss.    Second  edition.  Price,  50c. 

ADOPTED  BY  STATE    QNIVSBSITY  OF    IOWA,   AS  AN    BLEMKNTART   WORE    FOR    DBR 

OF  TKACHSR8. 

This  work  discusser  in  a  terse  manner  over  one  hundred  of  the  mistakes 
commonly  made  by  untrained  or  inexperienced  Teachers.  It  is  designed  to 
warn  young  Teachers  of  the  errors  they  are  liable  to  make,  and  to  help  the 
older  members  of  the  profession  to  discard  whatever  methods  or  habits  may 
be  preventing  their  higher  success. 
The  mistakes  are  arranged  under  the  following  heads  : 
1.  Mistakes  in  Management.  2.  Mistakes  in  DisdpliiM.  S.  Mistakes  in 
Methods,    i.  Mistakes  in  Manner. 


M.  J.  ©age  ^  Co's.  |leto  ^iucahcnal  gEcrks. 

.BOOKS  FOR  TEACHERS  AND  STUDEXTS,  BY  DR.    M(  5.ELLAN. 


Examination    Papers   in    Arithmetic. 

B)-  J.  A.  McLEtLA.N-,  M.  A.,  LL.  D..  Inspector  cf  High  Schools,  Ont.,  and 
■"hjmas  Kirkla.nd,  11.  A.,  Science  Blaster,  Normal  Schoul,  Toronto. 

"  In  our  opinion  the  best  Collection  of  Problems  on  tii;e  Americsw)  Con- 
tinent."— X.\TIU.NAIi  TtACilltRS'  MO.VTHLT,  N.  Y. 

Seventh  Complete  Edition,  -  -  Price.  $1.00. 


Examination  Papers  in  Arithmetic. ---Part  I. 

By  J.  A.  McLellan,  M.  A.,  LL.  D.,  and  Thos.  Kirrland,  M.  A. 
Price,  .  _  .  -  -  50   Cen?s. 

This  Edition  has  been  issued  at  the  ref]uesi;  of  a  large  niunber  of  Public 
S-hool  teachers  who  v.ish  to  have  a  Clw^'P  Edition  lor  the  use  ol  ti'.eir 
pupils  preparing  for  admission  ta  High  Sctiooi. 

Hints  and  AnGv/ers  to  Examination  Papers 
in  Arithmetic. 

By  J.  A.  McLsLLAN,  M.  A.,  LL.  D  ,  and  Thos.  Kirklasd.  M.  A. 
Fourth  Edition,  .  .  -  .  -  $1.00. 

McLellan's     Mental     AritH'metic.---Part     I. 

Containing  the  Fundamental  Rules,  Fractions  and  Analysis. 

By  J.  A.  McLeli.a:<,  M.  A.,  LL.  D.,  Inspector  High  Schoo's,  Ontario. 

Third  Edition,  ....  go  Cents 

Authoiized  for  use  in  the  Scliools  oi  I>ova  Scotia. 


McLellan's     Mental    Arithmetic. --■  Part     II. 

Specially  adapted  for  Model  and  High  Schosl  Students. 
Third  Edition,  ...  Price,  45  Cents. 

The    Teacher's    Hand    Book   of  Algebra. 

By  J.  A.  McLellax,  M.  A,,  LL.  D. 
Second  Complete  Edition,  ...         $1.2£». 

Teacher's   Hand  Book  of  Algebra. ---Part  I. 

Prepared  for  the  use  of  In*^enned:ate  Students. 
Prifje,  .....  75  Centa. 

Key   to    Teacher's   Hand   Book   or    Algebra. 
Second  Edition,  •  -  -  Price,  551.50. 


J.  ©age  4:  Cos  Jlcb)  educational  cHorhs. 


NEW  BOOKS   BY  DR.  McLELLAN. 


The  Teacher's  Handbook  of  Algebra. 

Revised  and  enlarged.    By  J.  A.  McLkllan,  M.  A.,  LL.  D.,  Inspector  of 

$1.25 


High  Schools,  Ontario, 
Price 


Teacher's   Hand   Book  of  Algebra. ---Part  i. 

Containing  portions  ot  the  a  ovc  suitable  for  Inter- 

75  Cents. 
Price,$1.50. 


Abridged  Edition, 
nied  iateStudonts. 

.  Price, 


Key  to  Teacher's  Hand  Book. 

It  contains  over  2,500  Exercises,  including  about  three  hundred  and  fifty 
solved  examples,  illustrating e\ery  type  of  question  set  in  elementary  Alge- 
bra. 

It  contains  complete  explanation  of  Horner's  Multiplication  and  Division, 
with  application  not  given  in  the  Text-Books. 

It  contains  a  full  explanationof  the  principles  of  synnnetry,  with  numer-   ; 

ous  illustrative  e.xamples.  ] 

It  contains  a  more  complete  illustration  of  the  theory  of  divisors,  with  its  , 

oeautifui  amplications,  than  is  to  be  found  in  any  text-book. 

j       It  contains  what  aole  mathematical  teachers  have  pronounced  to  be  the   . 

"finest  chapter  on  factoring  that  has  ever  appeared." 

It  contains  the  latest  and  best  methods  of  treatment  as  given  by  the  great   ! 
Masters  of  Analysis. 

It  contains  the   finest  selections  of  properly  classified   equations,  with   ■ 
methods  of  resolution  and  reduction,  that  has  yet  appeared. 
'       It  contains  a  set  of  practice  papers  made  up  by  selecting  the  best  of  the 
j  questions  set  by  the  University  of  Toronto  during  twenty  years. 
1      It  is  a  kev  of  the  methods,  a  repeitory  of  exercises,  which  cannot  fail  to 
I  make  the  teacher  a  better  teacher,  and  the  student  a  more  thorough  alge- 

I  braist.  

I      Read  the  following  notices  from  tiie  leading  authorities  in  Great  Britain 
}  and  United  States: 

)       "This  is  the  woj-k  of  a  Canadian  Teacher  and  Inspector,  whose  name  is 
I  honorablv  l;nown  bevond  the  bounds  of  his  native  province,  for  his  exer- 
I  tions  in  developing':  and  promoting  that  admirable  system  of  public  iiistruc- 
!  tion,  which  has  placed  the  Dominion  of  Canada  so  high,  as  regards  educa- 
tion, not  only  among  the  British  Colonies,  but  among  the  ci\ilized  nations 
of  the  world."     We  know  of  no  work  in  this  country   that  exactl\-  occupies 
the  place  of  Dr.  McLellan's,  which  is  not  merely  a  text  book  of  Algebra,  in 
the  ordinarv  sense,  but  a  Manual  of  Methods  for  Teachers,  illustrating  the 
best  and  iiiost  recent  treatment  of  algebraical  problems  and  solutions  of 
every  kind."  x-  -.r 

From  Barnes   EDrcATio.xAL  Mostiilv,  ^.  \. 
"The  l^est  American  .i.loebra  for  Teachers  that  we  have  ever  examined." 


SE.  J.  (iagc  &  QLo'0.  £iz^  (Sbucational  oEorke. 


GAGE'S  NEW  UNIVE  aSITY  TEXT-BOOBS. 


New  Series  of  Classical  Text-books  with  ample  Notes  embodying;  the  lat- 
est and  most  advanced  results  of  scholarship  ;  also  a  Biographical  sketch  of 
each  Author,  showing  his  position  in  relation  to  Classical  Liteiuture,  and  a 
Vocabulary  gi'.ing  the  newest  teachings  of  comparative  Philology  and  An- 
tiquarian research. 


Tills  Series  wLll  be  the  work  of  Canadian  Scholars  who  have  had  personal 
experience  as  Head  Masters  oi  Hi^li  Schools  in  Canada;  and  no  endeavoias 
will  be  spared  by  the  promoters  of  this  Series  to  render  it  a  credit  to  our 
country. 

Cicero,  Cato-Major. 

Willi  Introduction.    By  Maurice  Hutton,  Esq.,  M.A.,  Professor  of  Classics 
in  University  College,  Toronto. 

Cicero,  Pro  Archia. 

By  D.  C.  MaoHenry,  M.A.,  Principal.  CollegiAte  Instltitte,  Coboarf. 

LEADING   FEATURES: 

1.  Introductory. — 1.  A  General  Sketch  of  the  Life  of  Cicero.  2.  Ghrono- 
ioj^io.'vi  Uesuuie' of  important  events.  3.  Periods  and  Autbors  of  Ro- 
man Literature. 

M.  NoxBS. — Clear  and  copious,  critical  and  explanatoi-y  :  with  numerous 
references  to  Harkness'  Latin  Giainniar. 

H'l.  P.KTRAXsi.ATio\-._'-''.invi  Imitative  Exercises,  consisting  mainly  of  fe- 
lections  hum  the  oration. 

IV.  SiwiON'TMKhi. — The  most  important  in  the  oration. 

V.  VocABuiiART. — hiokiding'  derivations  and  principal  idioiaa. 


Homer's   Iliad. 

By  Samuel  Woods,  M.A..  Clamioai  Ucusber,  Stratford  Rl()b  SofaoaL 


Caesar,  Bellum  Britannicum. 

With  Life,  Notes  and  Vocabulary,  edited  by  the  Rev.  Charles  Pelham 
Mulvany  ,  M.A.,  Scholar  and  First  Honor  Man  in  Olassios,  Trinitv  College, 
Dublin. 


Caesar,  Bellum  Britannicum. 

With  Sketch  of  Life,  full  Notes,  copious  reft-renccs  to  Harknefls'  Latin 
Oraiiiinri.r.  and  carefully  jurijaied  Vocabulary.  Liv  SMWiel  Wonda,  M  A.. 
Classic*!  Master,  Stratford  U  ^iil  School. 


r  SE.  J.  (iagc  &  Oto's.  |lciy  (iliucatioual  ®lork0. 

'  EXAMINATION  SERIES. 


Canadian   History, 

Bv  Jamks  L.  HuGiiKti,  Inspector  of  Public  Schools,  Toronto. 
Price,  25  Cents. 


I  HISTORY  TAUGHT  BY  TOPICAL  METHOD. 

j    A   PRIMER  IN   CAXADIAN   IIISTOKY,  FOR  SCHOOLS   AND  STUDENTS  PREPARIWl  FOR 

EXAMINATIONS. 


1.  The  history  is  divided  into  periods  in  accordance  with  the  great  na- 
tional chanyes  that  have  taken  place. 

2.  The  history  of  each  period  is  given  topically  inttiacHjf  in  clnonolog- 
ical  order. 

3.  Examination  questions  are  given  at  the  end  of  each  chapter. 

4.  Examination  {xipcrs,  selected  from  the  official  examinations  of  the 
different  provinces,  are  given  in  the  A])pendi.x. 

5.  Student's  reviev/  outlines,  to  enable  a  student  to  thoroughly  test  his 
own  progress,  are  inserted  at  the  end  of  each  chapter. 

().  Special  attention  is  paid  to  the  educational,  social  and  commercial 
progress  of  the  country. 

7.  Constitutional  growth  is  treated  in  a  brief  but  comprehensive  exer- 
cise. 

ity  By  the  aid  of  this  work  students  can  prepare  and  review  for  exam- 
inations in  Canadian  History  more  (luickiy  than  by  the  use  of  any  other 
v.'ork. 


Epoch  Primer  of  English  History. 

By  Rev  M.  Cubighton,  M.  A.,  Late  Fellow  and  Tutor  of  Merton  College, 
Oxford. 

Autliorized  bj"  the  Education  Department  for  use  in  Public  Schools, 
and  fo.  admission  to  the  High  Schools  of  Ontario. 

Its  adaptability  to  Public  School  use  over  all  other  School  Histories  will 
be  shown  by  the  fact  that— 

In  a  brief  compass  of  one  hundred  and  eighty  pages  it  covers  all  the 
work  re<|uired  for  pupils  preparing  for  entrance  to  High  Schools. 

T.he  price  is  less  than  one-half  that  of  trie  otlier  authorized  histories. 

In  using  the  other  Histories,  pupils  are  compelled  to  r<yA  nearly  three 
tijr.es  as  much  in  order  to  secure  the  same  results. 

Creighton's  Epoch  Primer  has  been  adopted  by  tha  To;'"  jto  School 
Soard,  and  nian^-  of  the  principal  Public  .Schools  in  Ontario. 


(iSi.  J.  ©age  ^c  Cir'-?.  J^cU)  Siuratioual  «ilork&'. 


THK   BEST  ELKMENTAR/  AND  GRAMMAK  COMPOSITION, 

Revised   Ed,  of  Miller's   Language   Lessons. 

Xow  ill  iiuiestructible  iron  bindiiij;-.  Sixth  edition;  aooth  thousand,  with 
Exaiuiiiation  Papers  for  admission  to  High  Schools.  Adapted  as  an  Intro- 
ductory Text  13oolv  to  Mason's  Grammar. 


PROOFS   OF  THE   SlTERIORlTy  OF   MILLERS   EDITION 

Millei-'s  Swinton's  is  authorized  hy  the  Education   Department  for  use  in 

the  Schools  of  Ontario. 
Only  Edition  adopted  by  the  Protestant  Board  of  Education  of  Montreal' 

and  used  in  many  of  the  principal  Schools  of  the  Province  of  (^ueliec. 
Only  Edition  used  in  the  Schools  of  Newfoundland. 

Only  Edition  adopted  by  the  .Supt.of  Education  for  the  Schools  of  Manitoba- 
Miller's  Revised  Swinton's  is  used  in  iiine-teiiths  of  the  principal  Schools 

of  Ontario. 

Only   Edition  prepared  as  an  introductory  Book  to  Masons  Grammar 

both  havJUL'  the  same  I-'efinitions, 


(a  thorough   examination    GIVEN"). 

St.  Thomas,  Nov.  30th,  1878. 
To  the  Trosident  and  Members  of  the  County  of  Elfjin  Teacher's  .Associa- 
tion : — In  adcordance  with  a  motion  ])assed  at  the  last  regular  meeting'  of 
the  Association,  appoiiitinjj  the  undersigned  a  Committee  to  consider  the 
respective  merits  of  different  English  Grammars.with  a  view  to  sutfgest  the 
most  suitable  one  for  Public  Schools,  we  bog  leave  to  report,  that,  after  ful" 
ly  comparing-  the  various  editions  that  have  been  recommended,  we  believe 
that  "  Miller's  Swinton's  Language  Lessons  "  is  best  adapted  to  the  wants 
of  junior  pu}iils,  and  we  would  urge  its  authorization  on  the  Government, 
and  its  introduction  into  our  Public  Schools. 
Signed,        A.  F.  Butler,  Co.  Inspector,    J.  McLean,  Town  Inspector. 

J.  Millar,  M.  A.,  Head  Master  St.  Thomas  High  School. 

A.  Steele,  M.  A.,        •  "  Orangeville  High  School. 

N.  Campbell,  "  Co.  of  Elgin  Model  School. 

It  was  moved  and  seconded  that  the  report  be  received  and  adopted.— 
Carried  unanimously 


g^  TO  AVOID  MISTAKES,   ASK  FOR 

REVISED  EDITION  MILLER'S  SWINTON'S. 


JE.  J.  (!5iige  s'v:  Ca.'s  Xclu  lEtiucntional  Movks. 
The  best  Elementary  Text-book  of  the  Year. 

GAGE'S    PRACTICAL    SPELLER. 

A  MANUAL   OF  SPELLING   AND   DICTATION. 
Price,  30  cents. 


Sixty  copies  ordered.  Mount  Forest ^Vdvocate. 

After  careful  ius^icctioii  we  unhesitatingly  iironouucc  it  the  l>est  spell- 
ing-bouk  ever  in  use  in  our  jiuWic  schools.  The  Practii-iil  Speller  secures 
Ml  easy  access  to  its  contents  by  the  very  systematic  arrangements  of  the 
words  m  topical  classes  ;  a  permanent  impression  on  tlie  memory  by  the 
frequent  review  of  difficult  words  ;  and  a  saving  of  time  and  effort  by  tlie 
selection  of  only  sucdi  words  as  are  difficult  and  of  common  occurrence. 
Mr.  Reid,  H.  S.  Master,  heartily  recommends  the  work,  and  ordered  some 
sixty  i-ojiies.  It  is  a  book  that  should  ^r^^  on  every  business-man's  table,  as 
well  as  in  tiie  schoi>l-room. 


Is  a  necessity.  Presb.  Witness,  Halifax. 

AVe  have  already  had  repeated  occasion  to  speak  liighly  of  the  Educa- 
tional Series  of  whieli  this  book  is  one.  The  "  Speller  "  is  a  necessity  ;  anil 
we  have  seen  no  book  which  we  can  recommend  more  heartily  than  the  one 
before  us. 

Good  print.  'Bowmanville  Observer. 

The  ''  Practical  Speller"  is  a  t;redit  to  the  publishers  in  its  general  get- 
up,  classification  of  subjects,  and  clearness  of  treatment.  The  child  who 
uses  this  book  will  not  have  danwgcHl  eyesight  through  barl  print. 


"What  it  is.  '  Strathroy  Ace. 

It  is  a  series  of  graded  l(;ssons,  containing  the  words  in  general  use, 
with  abbreviations,  etc.  :  words  of  similar  jironunciation  and  different 
spelling  ;  a  collection  of  the  most  difficult  words  in  the  language,  and  a 
number  of  literary  selections  which  may  be  used  for  dictation  lessons,  and 
committed  to  memory  by  the  pupils. 

Every  teacher  should  introduce  it.  Canadian  Statesman. 

It  is  an  improvenieut  on  tlie  old  spelliiig-boolc.  Every  teacher  slioukl 
introduce  it  into  his  classes. 

The  best  yet  seen.  Coi.ciiestkp.  Sun,  Nova  Scotia. 

It  is  away  ahead  of  any  Speller  that  we  have  heretofore  seen.  Our 
public  schools  want  a  good  spelling-book.  The  ])ublieaf.ion  before  us  is  the 
best  we  have  vet  seen. 


5E.  J.  (Sage  &  OTo's.  ^eto  Cbttcstional  SEorks. 
The  Canada  School  Journal 

HAS    RECEIVBB   AJ(    BO.VORABLB    MENTION   AT  PARIS   BXHIBITION,    187i 

Adopted  bj-  nearly  every  County  in  Canada. 
Recommended  by  the  Minister  of  Education,  Ontario. 
Recommended  by  the  Council  of  Public  Instiiiction,  Quebec. 
Recommended  by  Chief  Supt.  of  Education,  New  Brunswick. 
Recommended  hy  Chief  Supt.  of  Education,  Kova  Scotia. 
Recommended  by  Chief  Supt.  of  Education,  Biitish  Columbia 
Recommended  by  Chief  Supt.  of  Education,  Manitoba. 

IT   IS   EDITISD   BY 

A  Committee  of  some  of  the  Leading  Educationists  in  Ontario,  »ssisteci 
by  able  Provincial  Editora  iii  the  Provinces  of  Quebec,  Xova  Scotia,  N>.w 
Brunswick,  Prince  Edward  Island,  Manitoba,  and  British  Columbia^  thug 
having:  each  section  of  the  Dominion  fuUy  represented. 

CONTAIKS   TWENTY-FOUR    PAOKS   OF    RE.\DINa    .MATTER. 

Live  Editorials ;  Contributions  on  important  Educational  topics ;  Seleo- 
lions — Readings  for  the  iJohool  Room  ;  and  Notes  and  News  from  each  Pro- 
Tin  ce. 

PRACTXb'AL  Departmbnt  Will  klways  contain  useful  hints  on  methods  of 
teaching  different  subjects. 

HATHUiATiCAti  DsPARTMENT  gives  solutioiM  to  difficult  problems  ftlso  on 
Ebtamination  Papers. 

Official  Dkpartmbxt  cont«lns  such  regulations  as  may  be  issued  Iroia 
time  to  time. 

Subscription,  fl.OO  per  annum,  strictly  in  advance. 


RiAD  THS  F0LL0W1N«  LbTTEE  FROM   JOHN  GRBSNLBAF  WHITTIKR,  *HB  FA- 

nous  A-MERiCAK  Poet. 

I  have  also  received  a  No.  of  the  "  Canada  School  Journal,"  which  seems 
to  me  tlie  brightest  and  most  readable  of  Educational  Magazines.  I  am  very 
truly  thy  friend,  John  Grecnieaf  \Vhittier- 


A  Club  of  1,000  Subscribers  from  Nova  Scotia. 
(Copy)  Educatioa  Office,  Haufaji,  N*  S.,  Not.  17,  1873. 

Messrs.  Adam  Miller  &  Co.,  Toronto,  Ont. 

Dear  SLi-s.^In  order  to  meet  the  wishes  of  our  teachers  in  various  [larts 
Of  the  Province,  and  to  secure  for  them  the  advantage  of  your  e.xcellent 
periodical,  I  hereby  subscribe  in  their  behalf  for  one  thousand  (1,000)  copies 
at  club  rates  mentioned  in  your  recent  esteemed  favor.  Subscriptions  wilj 
begin  wit'  January  issue,  and  lists  will  be  forwarded  to  your  office  in  a  few 
days.  Yours  truly, 

David  Alliso.n,  Chief  Supt.  of  Education. 
Addrew.  W.  J.  GAGE  &  CO    Toronto.  Canada. 


J.  ^agc  S:  (Eo's  iUto  ©bnraticnal  Oi^orks. 


Authorized  for  use  in  the  Schools  of  Ontario, 
The  Epoch  Primer  of  English  History 

By  Rev.  M.  Creighto;-;,  M.  A.,  Lat 


Sixth  Edition, 


Fellcnv  auU  Tutor  of  Jlorton  CoIUigc, 
Oxforii. 

-  Price,  SO  Cents. 

Most  thorough.  Abkeuken  Journal. 

This  voiumi:,  taken  with  the  eig^ht  .small  volumes  cnntaining  the  ac- 
counts of  the  different  epochs,  presciits  what  ma^-  be  regarded  a.s  the  most 
thorougli  course  of  elementary  English  History  ever  published.   - 

What  was  needed.  Toronto  Daiia-  gi.obe. 

It  is  ju!5t  such  a  manual  as  is  needed  by  public  school  pupils  who  are 
going  up  for  a  High  School  course. 

Used  in  separate  schools.  M.  Stafford,  Fkikst. 

We  arc  usinj,'  this  History  in  our  Convent  and  Separate  Schools  in  Lind- 
say. 

Very  concise.  Hamilton  Ti.mks. 

A  very  concise  little  book  that  should  be  used  in  the  Schools.  In  its 
pages  will  be  found  incidents  of  English  History  from  A.  D.  43  to  1870,  in- 
teresting alike  to  young  and  old. 

A  favorite.  London  Advkrtiskr. 

The  book  will  prove  a  favorite  with  teachers  preparing  pupils  for  the 
entrance  examinations  to  the  High  Schools. 

Very  attractive.  British  Whig,  Kingston. 

Tliis  little  bof)l;,  of  one  hundred  and  forty  pages,  presents  history  in  a 
very  attractive  shape. 

Wisely  arranged.  Canada  Presbyterian. 

The  epochs  chosen  for  the  division  of  English  History  are  well  marked 
—not  mere  artificial  milestones,  arbitrarily  erected  by  the  author,  but  reaj 
natural  landmarks,  consisting  of  great  and  important  events  or  remarkable 
changes. 

Interesting.  Yarmoi-th  Tribine,  Nova  Scotia. 

With  a  perfect  freedom  from  all  looseness  of  style  the  interest  is  so  well 
sustained  throughout  the  narrat;\e  tliat  those  who  commence  to  read  it 
will  find  it  difficult  to  leave  oft  with  it^  perusal  incomplete. 

Comprehensive.  Literary  World. 

The  special  value  of  this  historical  outline  is  that  it  gives  the  reader  a 
comprehensive  view  of  the  course  of  memorable  events  and  epochs. 


w^- 


w. 


